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CjUiuall Jual j2 j till jiill JC-Luj 4JJUSI ^ilu^l dtjA ^> CjI jla^l Cjlaj.nnlt 



QuIIptm «mt 




duH 




* L*nJlo-nd.h£ 














Mteflesb IT 4 







nnn 1 idd wif b ftwr^n weighs M ihp im ttj^ 



In nil illaiiriBli^liBlMiiTMlnidiTiBlM^Tiii'n-ri Bfl. . 



M_Ji |S | 




Microsoft Office Word 2013 



ENG. M. ABO EL-ELA 



4. Styles Group 



Ljkail S jfcb> JaLul jlt£! (styles group ) ■k'-Ajt 4Cj^a-a 



AaBbCcDd AaBbCi 


» AaBbCcE j 




AaBbCcDd A 3 B 


AaBb 


■ 


IF Normal Heading 1 


H List Bullet 


Title TF Caption 


Strong Date 


TF Address 








Styles 






rs 



Tl rjorrnnl Heiding 1 H Liil Bulla* Tilln 

aaB&C-C DC 1 4EBl»CE^tlCH AaBbCcC AaBbCcPd 

Ti Company I'rantr r Hpuri inn, J Ti Nn Sp*c,,. 

Create a Style 

^ Fnrmfltting 

fePPlv Stylts., 



AaB^\aBh 

II Caplmn Strang Ddti II Addnn 



Styles 



5.Editing Group 



Clear All 




Normal 


IT 


Heading 1 


313 


List Bullet 


IT 


Title 


Ira 


Caption 


IT 


Strong 


a 


□ ate 


jra 


Address 


IT 


Company 


IT 


Footer 


3™ 


Header 


311 


Heading 2 


313 


No Spacing 


IT 


_! Show Preview 




□ Disable Linked Styles 





% top 



Options.. 





Find Alo. ji A-aJ* 3* - 1 




Replace AlaSL aHuhII ^ UjJIjjIwIj a_a!£ j JI-ijI^V! - 2 



gjj Select All 
U> Select Object 

Select All Text With Similar Formatting (No Data] 
□t 7 Selection Pane,.. 



£jj jbikVI O^ajJ Select AjjIIxs A_il»C f Ij^V . 1n < nal l f JjJaj f Ij^'t JjJaj - 3 

AjLuuiil Jjji 11 nil tj± Jji^J.3 
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Insert Tab 






D 




Cover 


Blank 


Page Table 


Page' 


Page 


Break 




Pages 


Tables 



Pictures 



□ 


C® 


Apps for 


Online 


Office - 


Video 


Apps 


Media 



3! % 3 s 



o d a 



[Jf Signature Line * f\ 
^ Date Si Time 



reference Comment 



Number' Box- Parts' 
Header Bl Footer 



fan - O Object 



.3p 
Teirt 



Equation Symbol 
Symbols 



l.Pages Group 




^ AjIJj 4^iua£ I^aIjJI ^jj Igjk- LxJall J j^-aj JjjinVilt cil^fr A^iua ^Ijjj ^ j ( Cover Page ) <-^- ^iua.l 



_ 



Af II. Jl 




_ 



EHpaujrc 

tnihlr Cc*il*rfl Updates fit* £t*lce.cDin. 
_^ 41* rftiiif rim p mi vii, # i 
j| ^rMOiOM 1-v "lvpi fjgr rrjlli i v 




■i 








1 * 










1 ► 



jILaaJI ^ ^1 ^ Sjjj^ Aisjli Aai«a ^Ijjj ^tti j ( blank page ) 4^i«a.2 

^UJ! (> SjjJaJ! 4ai«aJl J4P jAj ( page break) tliUiuaj) 



2.Table Group 
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lg-La (JJ^ »Jau ^jjj >ujjj < 11 j Jjl^aJ! ^ -<-v*.tt j ^IjJjj f Luu) nil »1& <y* C£*4J Jj^ a 

3x5 Tabfe 

□□□□□□□□□ 
□□□□□□□□□ 

nnnnnnnnn 
□□□□□□□□□ 



□rannnnnnn 

□□□□□□□□□ 
□□□□□□□□□ 

gl Insert Tshle... 

Ef Draw Table 

=§ Convert To! to Table.. 

H^j Excel Spreadsheet 

Hi Quick Jables 



SiacVIj uiji-ai! jjp jbiil <L>1! ftjft <> d^jj ( insert table ) Jj-^ Jj> -2 

JjAaJb Sjja^aJI CjLajIlaI) Jxujjjj ^1 ^UUHl) f IjH^V) <— 1 ^L-u) jLu^l >ilIS aj Uaj) j AjjUa^l 



r?i rx--i 



Table size 
Number of columns: 
Number of rows; 




i \M 






AutoFit behavior 
a Fixed column width: 
AutoFitto contents 
Auto Fit ta window 




Auto 





Remember dimensions for new tables 



OK 



Cancel 
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3jU&! *&1a Jjja. 4JL«iu.V dljj ^ t^j SjUJt ( draw table ) Jj^ <*-j -3 

Uiifr J^aiil ^ ^1 jjjj j'l uSja ^1 ji 4iaii ji J«ali <J£ ii& Saa&I ^1 L yail\ ?un\\\ d&j ( convert text to table ) Jj-^ (J\ <u**}\ cfej^ -4 

hm\ a&Ia ^lEXCEL ^Ujj <> Jjb* jr Ijjj AWi 6- O^jEXCEL cjUU. Jj^ .5 

JjlJaJ! S>iU» ^lulaj (^Lu S jfcUJI n n\ l a&ja^a jLuil (> 0*-^ J ( quick tables ) Jjl^t -6 




3.Illustrations Group 



lU 



Pictures Online Shape; SmartArt Lhart Screenshot 
Pictures * * 
Illustrations 



j^xSI 4^i«a ^1 ciL» Sj>-a jrljj) <> (picture) »jj«a -1 
^jl\jl\S Cx&j ijutliA &lj&t\ qa ij^a ^Ijj! tfbta. (> ^Sajj (Online Picture ) ^HjtfsM t> Sjj- 3 -2 




Insert Pictures 

□ Oftte oom Clip Art 

HN lunge Seaitfi 



moisted aOcu EWa's StyOive 

■n Af^lelaAhumvl.cam 



UA 



'UM.11 II MTU 



aaitice.com Clip An 
1IK iLULP lut.Ki Ltd 



nrr 



Stock r-l nonn 4rth pnan *pp»* 
Tin 1 W» - A««phrfii 



j ^u(jl! JajJa^ Jl« g-aU jJ! / J LUuba SjjlaSI Jllu&l O -4 (shapes) J^^t -3 



"L. ■=><> r 





q f i r— if— 1 
<S»CbC>0 

no c 3 

Block Aiitiws 

■ > O <V 

« . ; l; 1 ,. ■ c 1 

-fl- ' — fcS -4- 

QsCDQ 

Sl«ri»pm 11*1 

O O -J- -j^V 
j[.mi ini jtft 



Z7Q 

' 

□ CS3 
t > 



iizii o 
1 • 1 ' 



o o o o ® ® I 
-w- <r a - 



cr* [f^- -ir 



<3> O (£3> «3> 



CP C J^S vd rO CP <*W '< d ' >1 
r_ cjizi 

'a*" 1 U=w Diviwiriy CariviL 
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r m 

£3 I'iIjI...-.:,-,,, 

<t HA 

J) heme 



» » 



<S .T O 




□S3 in 



■Mir HartlM 

Lji i>i ir>aw riAe>-t*4u»MUi at armr*A 
b-itl-i L'iplaii»A-:n.Muhuii batti 
h&njnnlM mil swiii* diipLrp iptra lor 

MM 



SmartArt -4 
f Liu) dIS «j & 4^aliJI jliaVlj ljU^IxaI] Jj1»j ja SmartArt 
JUifiU cjUajkLi Sjp c> J^VI Jj> 0* "Smart Art £**#*j" 

^ujj" f Lwub ^ jlj Ull& jUij J^uij J^V) j) tiL 4 t A\\\ JjLwjIL 

4ibte jt jt ^jfc J—iuu jt AaJU\4 Ji» £jj Jj^W "SmartArt 
Sjp j£ ^jla-jj '"SmartArt <*-«jV AjLL» £jj 

4 aV.A. a 




If* *KWt 

111 trtinw 

let i™ 
E =- 

A.T1 

y una 



i. 

Clustered CtMumn 



l n IPR J 



ll ll h ll 



cjUakLaJ) a u>Lj j cjULJI JjjaU dljj ( ) htv > <\ ^Ijjj IfikL <> j ((chart ^o^a -5 

Al ja^l CjUalaa all 
^ Sit CjUaka <ul 





N 'V /b 
„0 <A A <A 

<S? <5? 6? 6? 
^ *« b «? b ^ 



Series 3 
l Series 2 
iSeries 1 



Chart Title 

Series 1 Series 2 Series 3 



Category 1 Category 2 Category 3 Category 4 




\ 'V °j ^ 

.0^ ^ 6 <* A .0^ 
J" Jo Jo Jo 

& & & & 



Series 3 
Series 2 
Series 1 
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Screenshot »jj«a .6 
Computer Learn Book ^ ^ ' ."^ ^ lu ' ^* ^j>^t 



f 
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4- Apps For Office 




Insert App 

F6*ryn» OffKt tioot 



I DRUlilUU 

> tnr>tinjnniu snumm 
Ini 

* *■ + » r at 

RIH 




Microsoft Office ^ J^»j » 

^1 jpLuw g-»Ujj ^1 AiUa! d^j Ig-Laj Word 2013 
Microsoft ^j- J^. <> ^jj ^ ^1^1 

<>a*j i^j cij^ij Store 



Online Video Media 




jjl^l ^1 jjjja 4iLia! l^iaj Microsoft Office Word 2013 ^ j^j S jj* Uajl ^ j 



Insert Video 



FJJng Ytdeo 5carcn 



Fram a Video Embed Code 

Pejtr the embed cede 1c ipicn r vitfec Nam p**eb 

lib 




<iAmosnu 



Oimj '.'ideoSeJiHh 
i/Kxan tui.'h m>«hi r«i < mp** 
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6- Links Group 



Hyperlink Bookmark Cross- 
reference 

Links 



jja O-uVl SjUil j jj jiUI luul Hyperlink <jpJ***i ^WU <jj* (si*^ &£J* La^j** 4^ > 0^ 



Insert HyperFUnk. 



Look in: 




Textto display: < ■< Selection In D0cument>> 



mohamed 
Puhlic 



ScreenTi£.. 



Target Frame,, 



4j JaLujVI Jjjj j^l <jl jjxJl <-_u£l Sjj^j-a <— uj j| Jja^>a cila JjjS 

^fl Jj*>aJ! ffuill Jj2 jAj! uiLaJl ufljju ££j Ijl cjljidl <^ 

4JI jjc. j) ' ttlait jLum Word * "J (jjjt'ij I jj (-Jjfr j-aJl o^a^l 




Link to 



d 

Existing File 
or Web Page 

B 

Place in This 
Document 

I 

Create New 
Document 



a 

E-mail 
Address 



Text to display; j ■« < Selection In Document >> 
E-mail address: 



S"eenTi£... 



Subject: 



Recently used e-mail addresses: 




Cancel 



jia trjjjj^! Jjjj -2 




is 

Existing File 
or Web Page 



. i 

Place in This 
Document 



i 

Create New- 
Do cum ent 

a 

E-mail 
Address 



Top of the Document 
Headings 
--- Create a Great Flyer 
■ Bookmarks 



AJUJI t_u j A^iua jj ^UJI jHuo.JI ^ ^jaj ^jxjoij JaLujI fluuj .3 
'Word gr^ ^J^W 'r'riJ ^ai«a j'l jjIum ^ -JaW^J^ 
^yjauiUl LLujVI £*uaj djLu /^jau^UI laLujV) ^ *j&s> 
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Ajxuja SjLi! £ IjJ) .B 

-i^j Lvul i_u£j t4_jL^j^]) SjLiVI ^ui) Jiui) Sjtuij JjjS jij) Ajjl^jjj SjLuij ^IjJ) -jjjj ^-jj^ jij) jl 4jxaja SjLi) ujj*j -jjjj j^jxSI ji Q-aiJl J-ia. 

AjxajaJ! CjIjLuuYI f IauiI ^ d\}LuiA (jj^uaj lillS aj V .talSjl ^ - ■ <ajj <ji (j£-«Jj <-*>*-J 4_jxaj*»jI CjIjLuiV) f IauiI Ijjj <ji 



Bookmark 



Bookmark name: 



Sort by; 4' Name 

Location 

' Hidden bookmarks 



I 9 i S3 



Dflete 



GOTO 



Cancel 



^jii (_uj <Lai«a ji iHuM ^ ^J^V ^L)' 1 

4_d!Ac £«uaj uaj 4 Word L^iLuJb Cu& l_ijj j| ^ J J^>* ^J"*^ ^JJji^ 

SjLil ^IjJb ^ ^jtnnlt labjjV) J<« ^^c- <U!^ £*ia j AJl labjj) 4iUiaj ^ 4j£a.j j) /^lulUI labjjV) 
(jiLlSl ji o^alSl jjaj JabjjV) f Luuj Jjjj jiil cilall £j£| <L$a jll ciUIl jl ljjj A^-iua ^ <L*aj<« 
^ulSlt ^le Jabjj! <jji jAj! ^ <>jVI SjUI! jjj jAj! .gr**^ Jabjjl£ <Uflj*J tj&jj ^ ill 

Jjjfl viii-i £Jj^l ^ a jj^j»» i_uj 4_ajiua j) jj^j»» cila Jjjfl jAj) i_j jabjjl (jAua a jj-ali-Jl 

SjLiVI j <4_aua. ja Sjlij <jji jAj! j 4j LbjjVI Jjjj (i jll ^1 J£u! j t JLu&l ffuill 



7. Comment Group 




c> f j> ^1 ^ jjki ^1 4iLial dj*Ui Lj_L»j Microsoft Office Word 2013 W>j ^ l cj* 4&j-»^» 

^SUK jflajj jjlubaJl ^ Jj^V JjJ*-i jl AJa^ta d)JJ^ Dlut^l 






8. Header & Footer Group 



d □ a 




(illS Ajft .-.l-va.^tt Cj^Lj jj j (jjj jjj ^ L& jjJu j) CjLs juj j ji Q<aj ^IjJ) tilj£ aj 

CjUiuall ^j) 4iLial • 

^jjUiij cjSjii • 

A£jjioII jlxJj • 
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,Au* noil JS (jl AihiSiW JjJ^jj 0*lj U-"^ * 

Header & Footer Group ^i^ l JjjJjj o-b 4& j*?^l Insert £L) J ! ^Hii^ 1 • 

Header ^ai^ ) Jjjjj ji ^ai«ai! <>uij jja jaj) • 



,Jn in oil CjIjJV) ■Hjj^j c>AMa aJj^j^ll 
<jij»-aJl IfJai^j 4ai«aJl Jjjjj j] qJ\j ^ jt <j^aj ^IjJl .2 

Jjjjj ji (jJij Jj2 jAj) t< Ui < nH JjjJjj j*?^! '£L) J ! ^J^ 1 ^ • 

Jjjjj jt (j-'lj iaiaJ cUjutj ji j^j ^IjJb ^3 Jjjjj jjjaj j'l o-ij Edit Header jjj^ Jja j^t • 

j) (JjjIj ^ CjL« jui jJl j) (j^II) JA^ c<KS<nlt JjjJj ji Q*\j ^jW^ U^ 3 J*- 4 (jty ' 4^S'«olt 
.Jj^ JjJ^ JjJaj]) iai^. jl AjA^ (_>«ijS JjJaail iai^. Jjjfl j&j) t'LaAua!) JjjJj 

jl O-JJJ • 

JjjJj j) A^luail (JjjIj Jjjfl jAj! Jjjiij ojjIj Agjo-) oil ^ t^ljjj i_uj±iJl ^ 



iLaAuail ^liji nil tillS aj /Lai^ail JjjJj ji <jjj1j ^ y^II) jJu Lai LaLaj U jjJu '^*<«j ttlalaA^I ^L2jl 4iUa) Jau iiij j ^lijl ^jj- iJj] ^ j 

.l^j j-alkJI ^»AaJ! ji JaaJl ji 



2| Tap of PagE 
[2] Battom of Page 
@ Page Margins 
@ Current Pc:-rtian 
|^!] Format Page Numbers, 
Remove Page Numbers 



' ji 'i '1 Jj- 4 t4 ^ 4 ' fJ^JJ ^jjuUJ JJJ*J • 



Numberformat: 



i ] Include chapter number 

Chapter starts with style: 
Uie SEparatcr; 
Esamples: 



Heading 1 



(hjphenl 



1-1, 1-ft 



Page numbering 
'Si' Continue from previous section 
O Sart at: 



OK 



Cancel 



^-.l^a.^tt ^liji Jjnin Jji jlj) 

.ja! j* Jjfl jAj! fj t^SjSl! kaj Jjfl jAj! t ^lijVl J^u»jj jjj^I ^.5 

H "^^j i '*' 1 " v ^'^^ ^ji j&pu * 

JJ^j IfJwIjA ji Ifluij ji 'AH ulo JI LjLai^a ^ij Jj2 UjJj-» IjAj 
Ia4 ^ t jj^aSI ^«'^ Jji j^Iaj ^ill jjLua. < iSj cj) jjVl -Jajj-j 

jjj^I ^ JaaJl ^u<! Jj2 jAj! tJaaJ! .A 



Arial 



:<jL Lu» ^ eft jji^aj ji LaJl .B 

CTRL+SHIFT+> H^al ji Liil Jjfl jAj! tu ^l .c 
CTRL+SHIFT+< ^1 j 1^1 u^S2 Jj2 jAj! tu ^l! jJL^ii .D 



.1 fii j 4^iualb AjluLaj) fJj Jjjj UjIHj ^ubll A^iuall ^ 2 £^j ^ ttlibklufl Aj ,^n<nol ci!^ A^iua tliiJai )jj 

^^ai^l jja t <ai«ai! Jjjjjj ^ij A£. ^ c^ljjj t_uj±ii! Au&£. ^.2 

^Uiual! ^ji Jjiuuj Jjfl jAjI.3 
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4^-Luall (Jji jlj| -^»'^ Jjj jj j qjIj A£.j<\^ ^ (^Ij^j (— ujjlill A^c 

.cjUi^l ^ji Ailjl jja jAj|.2 
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9. Text Group 



A r 



[jf Signature Line 



DatEStTime 
Te.n Quick .''vnrriArt Drop ' 
Box- Parts' Cap- □ Object 

Text 



( text box ) oaj • 

^JUt (jal Qja ^mj j! IjJuliA 4j 4jUal! ^jjj Jj i nfil l JjjL* (jo! £jj-s ^IjJ) l^bta C£a±J 
Jlj-aJlj jLuiil uua <jj% 4j1& fcl£LjJu3t jLiol <j£-ajj (j^aj ^uij J^a <jj» 



^[i AutaTert 

Q^a Document Property 

M field . 



[f£ Building Blocks Organizer. ,. 

|?a Save Selection to Quick Part Gallery 



( quick parts ) 4*jj*J| *U*&1 • 

LjJllSl £a L^jjJJ f t^lVI Jj* iaik Uaji diLaj U£ cJi j ^ U^IjaIwI SjUs-Ij f LuuVI JjS ^1 Jj-a jJl 



(Great new building block ) f lJ^3*-V» SJ^y ^ * UiS) ^ *t-i3) 




Jj^aail iaia <jj2 <»J 4*J>" f I j>' 1 <jj2 jAjI ^J^a-»il ^Jf^ <jA^ 



.ALT+F3 ji Axjj^t * l>SH 

^jAj dJj^a> f Luuj Jj£ f Luul jl^aj*! £Jj-a ^fl i_jLajk-ail 4jjxjj ^3.3 



(Name ) *t&yi 4Jjai Ijjja Uu.1 ljj£! ^Vl 
(Gallery ) ^ * LAW! jjjj tf Sfl oi/uJ! j±a oijxJ! 

(Category ) SJj«ia> 4ja f LuuL ^ j) jAuxa j) ^»lc. JL» ja^ 

(Discripion ) ^U-jVI ^«aj ^ l ci«aji! 
(Save In ) 4 ailSIl ^uii 

(Options ) ^jIj^ 

S jSiil Jiwj ^fl aJaMi noil ^! (J**' (JJ^ * 6^ (1)' t5*Aj ^ L?^' ^Jja-ail 4 inKlt S jSill ^ ^tjJt 



.A 
.B 
.C 
.D 
.E 
.F 





C .:-.! A V: .- > 










0*U,r, 




Tnfkh 






Sub Vi 






6Mbk*jr-sp 








flihlc^rap.. 




Bu*-ln fcj.. 


lull Liqli! 


Cut*- ?4gn 


Bub. n 


DuS In Bul_ 


Ion 'L'-A'k ' 






Hurt Inft-Jl.. 






iuik-n 


Bu*-ln»ifi.. 


Fieri 


LUif -jyn 


bik-n 


Pin! If. Ru.1 








Bualn 3iM- 






kn-n 


Uu» ln 9uJ , 






BuH-n 


infill Mu 


GuJ 


'. U t ■ .li|E - 




Butt [n8uj_ 




Cowirhn 


M4 »- 






Eriuifinnr 


■-. .i- i- 


Burt-Tndt^. 




Eijuilinnh 




Bnr4 -In ^j-L. 


! LoJhMn b_ 


Equibaiu 




Hun lii 




. !-■!«■'■. 




Hurt-In hx,. 




Fqu«tinnp 


*•«->< 


Sw«-(nB»l.. 


"i ^ U*iilM„ 


FL|uiUank 


iMMi 


Ml in aui.. 


Founer &en_ 


tqoiuans 


T-ii; ; 


Burtlnfol.. 




Equitlnn^ 




Burt-lnSuJ. 


i BinnmiilT 


Fquilionk 


luh-h 


Suit In Mb 
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(Building Block Origination ) Uj-»l^iuilj f Liu! 4Us diaJl 



inn . b.idiMobi^. i 




Jjlu^l f UiuVI 4J2S £ljJ) Jjjj dm. jLl.l 
Building Block Origination 4jjL5uVI 4jay»jJ! JoiJI 



( Edit Properties) * tASVI ^jla^ • 

tflwuV) 4H£ ^IjJj Jjjj diia ^wV) o-Ajj UjJai^ ^j AjjC-jaj*) 



hmhi niiir, ii h ii 1 1 1 y i Hrf> mi niin-i mliiiiniliiin 



Modify Building fliock 



I g i -a 



Name.: 

Gallery, 

Category; 

Description: 

Save in: 
Options: 



Motion 


Cover Pages 




Boftt-ln 




Shaded title with contrasting shaded 
sidebar containing prominent date, 
photograph, and author information block 


Building Blocks 




Insert content in its own page 





OK 



Cancef 
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WordArt • 



A 


A 


>A & 


A 


A 






A 


A A 



A 




( Drop Cap ) ^ W^VI cij^Vl Lily.) • 



A= 



None 



Drcpped 



^= [n margin 

ft= Drop Cap Options. 



I 



f you like the look of this template, grab the matching brochure and postcard 
templates to get a professional, branded look in almost no time. 



Signature Setup 



Suggested signer [for example, John Doe]: 
M.aboelela| 

Suggested signer's title (for example, Manager): 



Suggested signer's e-mail address: 



Instructions to the signer: 

Before signing this document., verify that the content 
l youare signing is correct, 

|_| ALfowttie signer to add comments in the Sign dialog 

|^| Show sign date in signature line 












Cancel 



( signature line ) jA^t • 
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M.tbortcla 



( data & time ) £u^t • 

^IjJV Sjijla &\\u ii n S-iC £jj £>4 jbikVI '^^"JJ (jnlKll difljJ) j £UjUJl £tj«iV - j 



e 7:14:54 



r ~ 
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( object ) ate z)A • 

Aut oa!\ ^ij jl (j^aj ^IjJl jl .1 n< nail ^4 fj A ux a <j->^ J?lj«3l L\J!^ <j-« <j£-«J J 



10. Symbols Group 




Built-in 
Area of Grcle 



Binomial Theorem 



(x + a)" = V ("^n"-* 

-b+ W -4ac 



Expansion of a Su 



n:r n(n — l).r 2 
(1 + x)™ = 1 +— + „. + ■■■ 



\ ' / lacx mix-* 
f(x) =0.0 + 2^ [a rl c 0 s— + b^sm—) 




( Equation ) ^^1 • 

(jlUl] jflaifl 4^alk 4jjbu» £ljj| ^ JaLiaLi 4jjbu» f Liu) j'l 4_jJabj 4jjbu» jrljj) ^jj U}j2 j 

4_i UpLiDI lj jlhalt 4JjL-«Jl 4_,bl! j^Laa^l jA j HIumII ^ 



Type equation here 



tan6 = 



sin 6 
cos 6 



^IjUlaII 4i.Uua ^^te ljjIHI JcLuu Lva li^V ci j-jj jill j ^Ul) Jluill ^1 i-ujj^I iaj>i jjjju ^jj U£ 



¥5 Professional 
f;* Linear 

Equation 

abc Normal Text 
Tools Fm 


@0S0B0E0SE00SS@SBSH0 
00000000000000000000 




1 e x> vx r x 1 o a % A [as] 

Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix 
T * T ' Operator- T T » Log" - T 

Structures 


Symbols 



( Symbols ) i>»j .2 

jU!jU£ L^tl.lliwl ££«J ^jii Jj-»j jl © dlt!^S- jjaj ji ® 4jjL>iJl CjU!jUil Jj-«j Jis ^jjIIaJI 4a ^ jj& J>*j jrljj) ^fl ^Vmn j 

Jj^jil <> Jj> ^ jSjib Lute. Jj^aaJl O^ajj Ciljiill 
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Symbols : Special Characters j 



■ 


alt 






IP 
















P 




m 
































Sal 










1% 








n 






■isi. 






0 














Li JL 














;<•>: 


■V- f 








Recently used symbols: 


€ 


£ 


¥ 


© 




TM 


+ 




< 


> 




X 


OO 




(X 


P 



Unicode name: 

AGA Arabesque Desktop: 32 



Character code: 32 from: Symbol ideciman 



Auto Correct... Shortcut Key... Shortcut key: 



€ 


£ 


¥ 




® 


TPI 


± 




< 


> 






00 






P 


IE 


Q 




© 



-f+ More Symhalii.., 
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Design Tab 




Themes 



TIRE ,ith 



titii: Tmi Title 



Tin i 



771tc 



Title Title TTTLE 



^ -.-'Paragraph Spacing- Q >^'-| Q 
|Ql Effects " 



Colors Fonts 



Document Formatting 



0 P as Default 



Watermark Page Page 
Color" Borders 
Page Background 



I'm, Lfjutj <1 (3*^1 ^UaJ! Jl^l Themes j^f?^ j*j Design A*^ 1 ^Jf^ ^ Office Word 2013 ciLia! ja 

Page Layout Tab 4^ iSj*\ ^ *^ 



1. Document Formatting Group 




Them Ei 



Colors Fonts 



^ Paragraph Spacing - 

□ Effects - 

O Set as Default 



Document Formatting 



Office 



( Themes ) • 

(jj' »'u\\ i_j!jLjaI (j-a "Icjo-^ 11 (j&J ""^ J^jjjajj Cjj w j ^Ijj^I j^^i 0 4 Jaajj* J^-^J fcjj^* 

( Colors ) OL^' 6* 4& j-aa-» • 

( Fonts ) ((^utuuVI <jljjxjl_i 4_uaLL5| UjUA,U <La«u»]| iajlai <Lfrja^ a • 

Paragraph Spacing » • 

( Effect ) fo'itij ajja^il <_jIjjjLj A * a ■ <a3 ■») <Lau»J! CjIjjjIj <Lfrja^ a • 

Set AS Default u^l • 



Aa "| 




Aa 1 


— E 












^__^__l r II 










Office 


Facet 


Intecj ra 1 


Ion 






Aa ^ 




1 




Aa ' 





















Ion BoaFd... QfficeTh., 



Q rg an i c Retro i p ect 







Aa ^ 




Slice 




Whisp 





.Reset to Th Erne from Business fiver Template 
f jfll .Browse fa r Th em es. . , 
H[j Save Current Theme... 



Title 



. Aijjuj (jj^l <Laui jjj^j JjJj^a cr^'j^' 'fl \\"...*\\ A^ut jjjAj dllS aj 

^ituballj t4 o~>^j t JaaJl Jla ulU) CjLLua ^a lfljla )jA jxalllj JsLajVI l^jjJaSj 

iCjIaui ^Lfrja-^ all ^ ^ -va.^tt U.U-^". t_ujjjj| <La^lc. ^a 

^ aj jjiuta <La«( Jjj^ jj Themes <^U«" Jj2 



Nile IW* 



4_ajj Q^axua^j # 

l^jjjlajj diaS ^jI) JaLajVI L^jIj^Lj ^ jSj CjIjjjsuI) jj jj j 4 aJAlutaj) 4 mill j JajIaiJl CjIjjjLj j) lajjaaJ) j) <jljiVI jjjt"; liliS aj ( <Laui j^J'^^"'^ 

,*Luiuai_a ijluba 4^aui£ 1 t ]^ l& ' > - d&aj tSJjj^ l±Lui«a ^^Ip fcliljjjxUl ft jA (jjjhl CjJji I jj j JlaJl ^ Jauult o<aj) ^ 




Microsoft Office Word 2013 



ENG. M. ABO EL-ELA 



(Color) cxi^t jJ ^a^s1\ aJUJI • 
Ujl 12 *Lau»1I ^Ijll q a i Xu 4juJ! jljll j^aaj J^U, £y» Customize Color tiiLu^ f. Liu) 




Custom 

■□■■Ml I moharned abou elela 

Office 

■□■■■□■■ Office: 

Office 20Q7 -2010 
Grayscale 
!□■■■■■■ Blue Red 

■□■■■■■IS w# 

■□■■■■■■ Blue! 

Blue Green 
■□■■□■■■ Green 

Green Yellow 
Velio « 
I YelLtnv Orange 
■■□■ Orange 
DBBB Orange Red 
!□■□■■■■ Red Orange 
■■■■■■■■ Red 

!□■■■■■■ Red Violet 
■□■■■■■■ Violet 
■□■■■■■■ Violet I 
■□lOKSDH Median 
□□□□□■■ Paper 
Customize Colors, 



(Fonts ) ^Uu»l! Laki. jjjajJ • 

Jlutlb La£ a .54.1a. CjLwi Ja jkk 

(Custom ) ^u*ll lajlaa. Jrij 1 ^' • 
LaA j 1$j JaIjLUI ^jj < _ 5 jJ| dMll ajiaaUt <j-a (jJC-^j 4^utl) JajLaV - ■ 

^Ijjp ixk .a 
^L-Vl u-aiJl Jal .B 




mohamed abou elela 
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Thatch 



Buili-ln 



BE 



No Paragraph Space 
Campact 
Tight 
Open 
Relaxed 
Double 

Custom Paragraph Spacing.., 



(Paragraph spacing) a*y^ On ^1*^1 



if you like the look of this template, grab the 
matching brochure and postcard templates 
to get a professional, branded look in almost 
no time. 



if you like the look of this template, grab the 
matching brochure and postcard templates 
to get a professional, branded look in almost 
no time. 



(Effect) tllljjjij (> Ac JA^4 JjI&j • 

(jijC. *< aj lj! jjjLj j jJl Jjjfl jiiJl /UjjlUI lj! jjjLjj ajJaaJI qa As-ja^a CjIauiI) tliljjjUi Jxj 

jLuil liljS aj 4 i^iKll 4_a^Jl cjIjjjLj 4&ja^ a f Luuj till£ aj V (>a a£- jil j <La«ui CjIjjjLj a«uiVI 

iiL <L^LLll jjlyfaail 4_ajj ^ * laJLui) Jjjj j^il jjjIj^I 



( Set As Default) ^Hs J^-Hil SjUIu,! • 

ilnmiall ^1 {^luaVl Jj' null Jjju Jjfllj-a 




Office 



'a 



<?1 



OfFice Subtle So.. Banded E,. Smokey G... 



Glow Edge Office20... GrungeT... Frosted G. 



Top Shad... Inset MilkGlas: Riblet 



Reflection Extreme S,. (jlossy 
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2. Page Background Group 




CiLilaJt j 4jjLalt ljU!iUJI La cijjult uaj Vji 4^1ualt 4c j^a-a 

<Ubt cijsu jt (jjjJjj j ■ -* 1 ' r - ' iiJaj La LUlc ^yfe j . <j^aj i flla j^laj jj^<a jl Q-fij (jc Sjbc "LuLalt tlib£AxJl 
"A&blaJ! bJaau" (jeajxlt AJijjJa ^ <bjLalt tliLa^Ult '^*<*j .SJj-uw Jla t liinn ^ic <La^lc. £*<aj Jla < ijluialt 

.^jjk* liluia ^ jt fJ-« £*<aj ^ Sf tjAlt" <>ajx!t 4ijjiaj 

iilj£ aja tLufij a laJLuu du£ )jj . lilufaaJt <j-a4 £a JitJjj V 1 j ' ""..'J.'"' j' 1 & a J**'*"' '^'^ "J* 'SJJ^ 3 * ""' bj 

.<iL y^sLaJl (j^Sl! ^fl 4jU&! j! t4l.wa.rUt CjljUll 4 j*} jbHI 

LJaj) iilj£ aj .tlujjjt jjP (jijxi] LsjjJjj Aqftla f LuuV i_uj ^JaydutA ^ LuiLuul AaL^I (jjl jt <bilaJt - llluijj 
<>ajx!l Alajiaj M S.J>** M <>aj*Jl <LjIa tJC La c^jlVt <jajd\ Jjk jJaswj "<-yj laJaau " ^ cjbiia. o^J^ 

."^luaii taka a M 



f J-al Jtj^lt j) t jj*ealt j) Qjjiiil j) idL^jUJl jIjSj j) ajj .CiLilav!) <jaj qa jIjaSI j) t4_ufi3LaJl (jljlSM jt tjj*eall j) t<jijilll jt tdL^jUJl at llluil liliS aj 

f^A Xaj*-a (Microsoft Windows ^ i^J^j ciLa <j;i«uj jAj JPEG tliUjJjltj jIja!) iaia> ajj n_uj 4^iua£ , ^ Tim a l l Mau LaAjfr .4alwalt 

jj^l Jla taJJaLLaJt (jl j^H £jtj JJ*^lt ^ "La) ^\"v A Jliaijj .LjJjjauj <ba)jfrjjjil) jj*eal) iaLia JaJ SjjJiail <_uj <j<al jjlLujI £E-aljJ <j^» JjJxlt Jj3 
^ 4^j$ialt ^IjlVb tliLa^jil o^J*^ f' ^"""J (Windows tj* Jalai!) ^j-ij ciLa JjIwuj j GIF tHLiLa£ (jijSil! laiajj (Lu^ia 4aj^. <u^ I 



•:w«Jsr™.i cn;riFinwriiL2 univnTiMTl 



rcw: DRAFT 2 

Q Mw* Wpwniirta lipm Ottct x«m 



(Watermark) • 

iA^h'rtW Auila ^Cjo^ nil ^ tA^LuaJl laJaaj i_ujjjI) 4-a^c ^ ^i) AjjLaJl 4^a^bd) 4iLJaV a laJL m3 j 

4jiUi! Jjial! 4jjLaJ! l^al\ ^IjJj ^^JJ ^^a A_-a^LC JjjS jAj! 

4_aLc ^uLa 4_a^ .A 

j) Ja^Lc j) f ^IaV M^uLa CjLa^C L^-La CjlCja^ a ^ sJja^j^lj 1 -» 1 j aj a ■ aj aj 4_uLa 4^a^C (Jj2 jSJI.l 

.M^uLai) CjLa^Ui) yiajX-a ^ SJj^jaIIj ^j<ui 

^Luauaiwa AjjLa 4_a^lc # g 

j) Jjj«*il Lj-a) ^1' mI <illS aj AjiLa 4_a^ ^1) <b2lj£jjj£ SjJJ-a ji *bjfl 4 ■ at ■ ^ ft jt Sjjj-a J^J^ liljS aj La£ ,Q 
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Printed Watei 




Scale Auto 



[ZlWashoiit 



O T«it watermark 



Language. Encilrsn lUniieJ Statesi 



Tej* ASAP 



Font Cambria 



Si;e: | Autp 

Color: 



□ 



Automatic 



\j\ Semitransparent 



Layout: j@ Dfagonar Horizontal 

C-ancel 



4jjU 4u&£. <St jl • 

^uLa 4_a^ Jji jUl t^ALufllt Ac >a^alt ^ (4^iualt lajkau i-ujjjlt 4_a!>lc ^.1 

L&£> Al\ jt Jjfl jiit.2 
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Sliq&toI up 
Diagonal g>mm 

- •■ •<• li -i- 



(Page Color) SjU jt &jl 4iU2a) • 

ijA 4iLdV <Ui«ail (^iwal) 4& jaa-aJI ^ tA^iuaJl LJaau <-ujjjil ^.1 

Uaj't 4jaU2aVI 0 l J&l (> J^VI c£<HJ 0 l J* <^U*J! £l jli <>ud Jjjj ^iJI <jj2 jisl • 

jfl jl» jjP ^Jo->"^ 

JJaJ £l ^ <j- jlli! ji Jl jt tljUjlil! Jl* il$j£L±\ ji A^alL ^IjjjUj jjJlU 4-ujuJ! ^IjjjIj Jj2 jH! • 

4jjL» <L*^U£ j) ^UiiiJl ^i] Sjjj-a ^IjJ) sjj^-a "r^J^ J^Ia A -' ^ * 



/LaAwall ^ Jji c^iuall hilL >aa»»J! ^ A^\,^\S kJaaj i-ujj^I 4_4^ ^ 1 

(No color) 6jl ^ jAj!.2 



(Page Borders) Aai«aJ! 4j^.3 

4iuiai d&Aj .in^i <> Sjp f I j^i ,JS JjSjjj Jj^uu j-ajc 1 iu'n" &\ jj^ail ££ai Microsoft Office Word 2013 ^ 

JjAaJl 4£.jt\y 0 tsJJJLL* <j'^ij JaLuL 



(Page Borders) a&L^I jja^ jjja j&j) ^^a.^tt <p ^ ^^a.^tt UjUa,*. ljjjjj]) 4^»^c. 1 
jjfla 0^ (Preview) Jl-^VI o-»>ia jjiaJ! cjljbi ^j^I jja jAj! (Page Borders) J^j Jj-^ ^j^aII ^ 4^1^! t-ujfiil a*!^ ^ dji 2 

(Act) (Width) <^ajfrj (Color) JaJ»(Style) ^ ^ (Setting) ^ o» Jjjj ^ ill ^ JS31.3 




Borders PageBorder | StedinB 
Setting: Style: 
None 



Shadow 



3-D 



Custom 



a 



Color: 



Automatic 



Width: 



Art 



■□ninn 



Preview 



Click, on diagram below or 
use buttons to apply borders 



m 




Apply to: 



Whole document 




3 



Options,.. 



OK 


Cancel 
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Page Layout Tab 




Margins Orientation 



ID 

Size 



h — i BrEa ki- 



ln dent 



Lolumns 



Page Setup 



Spacing 



Paragraph 



|:0 Line Numbers - ■*^Left: 




1= Before 


o:pt'. 


be" Hyphenation ~ Right 


0" 




Aften 


6 pt * 



m "a 

Petition Wrap tiring 
Text- Forward 



U Align - 

^ „, ^ ill Group' 
Send Selection 

Backward Pane 



alt Rotate ■ 



l.Page Setup Group 




Normal 




Top: 1" 


Bottom:!' 


Left 125" 


Right: 1,25" 


Harrow 




Top: 05" 


Bottom: 0,5" 


Left 05" 


Right: 0,5" 


Moderate 




Top: 1" 


Bottom: 1" 


Left 0,75" 


Right; 0,75" 


Wide 




Tppv 1" 


Bottom: 1" 


Left 2" 


Right 2" 


Mirrored 




Top: 1" 


Bottom: 1" 


Inside: 125" 


Out:ide:l' 



(Margins ) o**Uf^ • 

.t$--»l3jlj t$j!>Ltj3jj cla Ui . ril l (.hjjj Jla 

O^l jA <jj2 tAai^t JlJ&j At j-*a-aJl ^ cA^luaJl laJaaj ljjjjjJI 4-*!^ ^.1 
.AjJ±& jiil (jial^Jl £ LulHi AiiSL jjxjj iHuLAll £)lfl 4 Jjjj jiil <jLal$Jl £ ^ Jj* 

(jIaIj^U sJjJa UjS JiJl jLuuj J*")J cj^I 



Paper j layout 



Custom Margins 



Custom Margins,. 





Page Setup 



Margins | Paper | Layout 
Margins 
Top: [p,7S" 



Left: [(XK 
Gutter: [p 7 " 
Orientation 



~Q Bottom; 
\t\ Gutter position: [ Right 



Portrait Landscape 
Pages 
Multiple pages: 



Normal 



AUlaJl CjUiuall JLa\ jA OjjjlU • 

,^yl<ult AaLi^I Sj^^jj^I (jjlal^Jl dlHi AuijSjla sjjj-a ^j-uuJ! AaAh^jI <jjLaljA <jj£j cAuij&u> <jjLaljA jtu^l ^C 
(_uj±ii! Aa5*£. Cja ajj l^lukUj A«ij jA Aj^jLaJ! <jiL-»lj$Jl o^J^ J 'A-yij jA AjUI^I <j2u)j$J| jijC £l I^A t) r«JJ 

(ji^IjA ,Jj2 (ji-alj^Jl o^ajC jjJuIj y^j^XA ,Jj2 ,jjlaljA (Jj2 4 1 j)jp) Afrj«^ oil ^2 A^L^II tijrTN'i 

ljU£ Alia • 

jj 4_ajIS fLSuV jlpJl ^1-^-1 ^ .Autlj* f t^jj c> A^iuall JlJftj jl jaJl ^ ljUS A^a jlpJl ^l^lluul d^j 

[argins) o**'j* Jj^ j^' 'Aai^ai! j!jc) Apjas^I ^ (Page Layout ) Aai«al! i-ujjjil a^$& ^.l 

( Custom Margins) jja jiil.2 

(Page setup) .^J^ Jja j^t ' SjjjlU cjUi^a A^lii! ^.3 
(Margins) . J^j^t o^-^ Lj3 JIjI t j^j^l oL»U &ja1\ ^.4 

L^i cf^l J 1 ^ Jj2 jAj! t JjjjjI! o^»^ JJj^l ^.5 



Appl^to: jwhote document | 



Set As Default 
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Portrait 




Landscape 



(Orientation ) J^lilb aU3l jj*j.2 

<jj2 tA^iuaJl JlJCl Ac >4^l cA^iuall kilalj ujjj^I A^Ste ^.1 

.^1 j! ^jj-»c jja jAj|.2 



Page Setup 




kJaau ljjjjjJ! A»!!Jic ^fl g^aVl ji j-ud! oUjVI ^1 U jjjsu Jjjj ^311 <lil jAiJl ji CjUluaJ! jja. 



(Size) a^L^I^.3 



jULaII g^JaljjiVI f^aJl J A4 JA AfrUal! A2jji Jl«Vl f^aJl J tfJfr Act-Jail ^jj ufj-ui ^1 A2jj]| U-u dljj tliUluaJ! ^U&i a Jfr £jj jbUVI c£«J 

Jjjil <-Hi5Jj A^iuflil JlJftj A&Llalt Aijjl Aj£iL2a) ^La^l sJC- q£ J^^VI djLu U£ 



Letter 





Paper source 
Ffrst page: 



Other pages: 



AppfatQ: | WhoEe document 



Print Options.,, 



Set As Default 




Microsoft Office Word 2013 



E3 



ENG. M. ABO EL-ELA 




Page B reaks 

J I 

Marie the point at which one page ends 
andthe ns.t page begins, 

CoEurn-n 

Indicate thatthetext fallowing the column 
break will begin in the neJrt column. 



Text Wrapping 

Separate teat around objects on web 
pages, such as caption text from body text. 




Section Breaks 

Next Page 

* r^=K Insert a seel 



(Columns) SaapI.4 

jA lift j Sjba-aJl SlA&V) J-SC' ^i) SjJaufcaJl ^Lu&1 4jLaJl a jA ^ Jaa^Uj jj£l j) ^Jjj^P ^1 <j-fiii1 ^Lu&) bj-I^ <j-» <j£-«JJ 




kVtflh flnrl sparing 

JjiH: WL<fth: 



Ifinr 



"~1 BJghUs-lttt 



t 




r - m 


Hi 












. *■ I -• ■ I UK ClltuEIR 





(Breaks) cMA5 
(Line Numbers) j^Vl fl5ji.6 



CjUi^i! jku<Vl flSJ j\ jU>Ia! e Jad !5b.l 

j£ AjIjj ^ JjJa (jA "LaAua J£ jJawl 4_jl«Jji ^ j A^lua j£ ^jSjj SjLc-},3 

w 4j^A*^ 

fjj (ji L£2 <\\\ SjiiJl jlaui ^jSjJ j <U]bJl Sjliil <*-La.4 

SjIILaII ^jSjjJI Lulilj Sjiil) sjA f UpjV) Jju ^jSjjJI 



v .None 

Continuous 

Restart Each Page 

Restart Each Section 

Su p p ress For C U rren 1. P a ra g rap h 

Line Numbering Options,,, 



Automatic 
Manual 
be" Hyphenation Option^.. 



(Hyphenation) <Lajll.7 
Vjj t^Uil jkuJ! ^ulsil 4jjai Word j» J^J ' ji*** Wpl j^l 6^ V W Mjj^ 1 

.<La1£]1 l Ji£- Alualj (jjjhl (J^jV) jtiol jllj <La1£ jjj U}j ^jamia!) AiLutai! ^j^^S (ly^ J ^ "** A ji ^bjtii^) 

t jjkuJ! J^aljfl jjjijj ^jluiAi! jjjai J*j bufl Cu2 |jj 4aU dUA ^Ij^W Office Word 2013 ? jSj t LiU£j jjjkS ^!lklu<! 

^Uiis iHu^l ^ J^ljii! SjI&L Office Word 2013 f 

.^LiSj Jji j&jj (4lwa) jJl Jji j&jj -^''^ JlJC-l 4f- j^a^l ^ tA^iuaJl LJaau <-ujjjI) U^ ^.2 

JlLuta ^> f ja. IjjJj 4i«aljil JjjIsj .B 

tu ^l 4l^a!ji! JjjIsj jjjj dip. ^1 SjLiVI j*j 4i*a!jJ! jjjkii ^ d^Jb Office Word 2013 ? jSj ^Ijll ^ 

V ^1 laSa 4jjbjiVI J«a!jii! o^j*^ Office Word 2013 f j^j t J*a!ja iSl^! jjjai j*j ^bii! .^jLtiil Ai«a! j ^IjJb Word f j^j 

^UUli .ilLu^l ^ Cj^jl! JjJsj SJl&b Word V .bpfrb>j jku-Vl ^b>j J JIJ3 
. jjjj Jj2 jAj) ^ i<La\ jl\ Jji t^a-Luall j|jc-I 4f- j^a^l ^ tA^iuaJl LJaau i-uj^l ^.2 
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Paragraph Group 



Indent 






Spacing 






■S^Leffc 


0" 




Before; 


0 pt 


E*- Right 


0" 


w 


tS After; 


3Q pt 








Paragraph 







(Index) Sjjuj u^I Jj3 mjjUII ^lib**!! Jjjaj.l 

UJxj ji Sjlail 4jj&bj 4iLuM tibial Jjjla £C £jj AjjC-LlUI CAilu^l 

(Spacing) 



• Arrange Group 



i; Align - cj* »J>-a J* J J* lP 1 * Lf^ * ^ 

U Group ■ J>-ail 4JU*i lj alkali JLiuilUt jli ft jlull j <J alb dl i ^J^J kikij ji IjIuiaI! 

Position Wrap Briny Send Selection w * * ** * * 

Test ■ Forward - Backward * Pane ^ Rot-ate • Sjj*aJ! £4 J-alxUl kliljji Ul J^iaj 



Arrange 



In Line with Tort 



With Tent Wrapping 



use 



Mo-re Layout Options,, 





Tn Line with Tot 




Square 




light 




Through 




Tap and Bottom 




Behind Tsart 




In Front of Text 


v*J Edit V/ rap Points 




Move with Tot 




Fix Posshon on PagE 




More Logout Options.,. 




Set as Default Layout 



l $iu nil kLjLj a\"uma\\ tjl) 4 unlit alt ji jLwtll jl Sjj^aJt ja jjj^j UjJ^Li ^ ^jj ^isi j (Position) £-^ajASt • 



4_L» Vj (j-ajj-alSl Jl« c£j^VI LjUjlHi ^ut j^aSi aJaIi uj (Bring Forward) <»b»Vt ^t jbia^) • 

o^U! e U! yls. cjUjI^! 4iU bill J±^l ^lill JU-jV (Send Backward) J-j! • 

O-fijll (j^ Jj.1-u. 4 ij Jjji 11 ill buj Uiaj) diij <jj%j 



( jj^aJI ) a^jIaII J&uiV) ji j>ua]l (-filial Ji*- <-yj jj j <jj— 2 ^ (Warp text) ciliilt • 

JjjJa SJP £)JJ jbUVt ^HojJ *b MulLaaJt ( _ J AtjjJl j i-nijjl Sjlgiat ^1 u nail Jj< «la <L2jxaj Liaj) <j j£j j 



»LpVI ^ Sljbwai) <j j£j j sJAa_4 CjIIjIS »JP S)jbv« J^UU » laJL uj (Align) »)jbw« • 

ua!\ aAiAa ^jilj i-j jlhalj 



(Group) • 

^UHi 4ijjlal| jjIulaII ^ S jjxla iIulS jl hsalL CjbjliSl ^ J^bull 4J jf^ 



laxJai! jl j-alui! j shift £bi« ^^ft I»u2ail.2 
(jjLS 4lalx4£ SjUIaII CjUillSl £a £a\ju1\ ^ajj ^IajlSI J^jJ shift ^>>6 






Align Left 


a 


Align Center 




Align Right 




Align Top 




Align Middlt 




Align Bctlam 




DiEtnbirte Honzontfllly 


e 


DistribuleYerticaHy 




Align ta Page 




Align to Margin 

Align Selected Objects 




U^e Alignment Guides 




View Gridlines 




G_rid Settings... 
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(Ungroup) • 




Ungroup 



•"i Rotate Right 90 = 

J£ Rotate Left 90 = 

^ Flip Vertical 

4L Flip HcmzontaP 



:H M°re Rotation Options,, 



(Rotate) »jl 

dJj ^ Jli»j <LuA£*j| j J^aII QjlllJ SjlJlwl J^lS ^ 






900^1 JS SjlJlu-U 




Ml 
• ■- 



90jM» c^! SjlJiu.l.5 
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(More Rotation Option) J&\ <> ^ 
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References Tab 




Table of 
Contents- » 



Add Tat- 
Q! Update Table 



ArT 

In:- en 
Footnote 



Iruert Endnote 
A ^ Next Footnote - 



Show Notes 



Table of Contents 



Footnotes 



Insert 



Manage Sources 
HI Style 



APA 



Insert 



Q] Insert Table Df Figure 
D! Update Table 



itsiion !Q Bibliography Capt|Dn L±] Cioss-rcfcren^e 



+ _t i Hi Insert Inde 

' — J DlUpdatelnda 
Mark 



Entry 



Citations SE Bibliography 



Captions 



Index 



Mark U * 
Cnatinn 
Table of Authorities 



l.Table Of Contents Group 

(Table Of Contents) ^bjia^l Jj.ia. • 

■j^j.^lU ^>>aJajj t-fljjj ^j"'"* aJI Jluj jbja.1 liljS aj Jaa2 t^^J ^jjUfr llLufaaJI Cjbjja aJ Jj^a. ^ » "J 

tiiLjjSa ^^aj jA j heading 1-3 -^bul »l "*.* ^ 4JLutlaJI 

(Add text ) u-aj • 

(Update table) Jj^JI • 

4jj.laJl '"'l-va.^tt ^lijl j Ljbjja all <jj4 JjSljjJl ^jj yja» Ljbjla ail Jj-ia. iNj ^1 ^ » laJL uj 




2.Footnotes Group 



(Insert Footnotes) ^Ijj) • 

il Jlj-ail 4-ajLuaJl JLuul (jSLal qau^aj (jfr <_^A J AjILyj ^^uilja. ^Ij^V * 

1 .'.1st-. 

(Insert Endnote) cr*^ &J*\ • 

ii nil AjI^-j ^ ^UaJl JjjWHl £*2ajl » laJluu 

(Next Footnotes) ^211 4-jJLJI AjJibJI • 

-ia.j |j| ^lu^ali g^UaJl JjJslUI ^Ij j'l Cjljjlu^aJJ MjJIuJI <^l jaJl £jj JiUli 

(Show Notes) cjUaa.riaJl jupsi • 

DIuiaII jC ^> AjV LaS JuaVl <> qUjWl j ^1 ja. J ja. j jjV 4-aJaJl s^A J-aau ^ J -Luuball ^ 4j^UaJl CjUjbnM j ^iliutll ^1 jaJl ASlS jbpaV 

ljLjjLla]) ^ajj^j <j-a 1 g jlc- Jjj-aaJl <jaAj <_^lj Sj^a-uw (j^J 6, 

3. Citations & Bibliography Group 

Jill ji-xail cjUjk.a ^1 iHyy UilSlS ^^a ^Lijj Microsoft Office Word 2013 <^ fUasj 

.4 al laJlml jl <jLuuL CIiaS j ^<n« ^1 q£ 

(Insert Citations) chW^ 1 ^b J ! • 

(Manage Source) jJt-a^l Sjbl • 
jelsy.kaJjMLA 



AC 1 If?] Insert Endnote 
Ad . 

^ Next Footnote • 

Irtsert 
Footnote e 

Footnotes 




(Bibliography) • 

Ijlubail ^ sjjaiil Jjlj^all A2\£ j jlau ^a>>a MibiaV * iaJL uj 
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4. Captions Group 



[j^Pj [Zl Insert Table of Figures 

^ QI UpdateTable 
Insert 

Caption 43 Cross-reference 




Caption: 



Options 
Label: 

Position: 



Figure 



Below selected item 



0 Exclude label from caption 



Hew Label.,. 



Delete Label 



AutoCaption., 



r 



OK 



Numbering,. 



Cancel 



(Insert Caption) ^at-aS AjaoJa jj 4jauu ^Ijjj • 



tufa | ■*>■ n CgKiwT|' TttWfuum" ' tin nt jmmuiflw 



1 — 


Flgura l'T«n 




FigurnEHai 


s 


Figure i:T**T 


f 






(Insert Table Of Figures) ^p^ J 3 f>*j Jj^ £b J l • 
(Update Table) ^po^jjil ?j**J\ Jj-ia. duJaj • 



(Cross-reference) <^Lh £L) J ! • 



Cross-reference ' 



Reference type: 



Numbered item 



Insert reference to: 



IZI Insert as hyperlink 

| | Separate numbers wrth 

For which numbered item: 



|| y | | Paragraph number 



Q Include above/bekiw 



JU- QJ± *JW 
JUu- SjAii! 
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5.1ndex Group 



Mark 
Entry 



Q Insert Ind 

□! Update Index 



Index 



Index 
Main entry: 
Subentry: 

Options 

Cross-reference: 

Current fiage 
Page range 

Bookmark. 



Sea 



Page number format 

□ Bold 

□ italic 

This dialog box stays open so that you can mark 
multiple Index entries. 



Mark 



t larl -II 



Cancel 



jjIulaJI ^ ^IjjJ! JliwVlj (j-uajjil JUjVI ^1 jjSjj Jjjla 4^<jffti! iIiVIaJV 

(Mark Entry) £±j . 

t4-ujj^2 JIaJIS (j^j a) "V. 1 

(Mark Entry) J^JV ^aj Jja jAjI (Index) <j-j4* ^ (references) ^yjf^ cA2 

.*jjjajj ^ j! i^lj J^J) £Jj<aJl ^ J>*>»J! U-a^l f ^Vi < nj tr**^J cHjf^ J^ J ! *L""V.3 

J&\ jj Jliu.1 j! iMjJI ^jlu^l <> JIaj! j! ^jlti JL*j! ft&l JjjL £p J^JV! j^.-^-. d^»j cdJj cjjji |j|.4 

"jilJLkJ!^! 
JUj! ^1 J q*u1\ i(f j3& JUJj fUiSV.5 
JIajVI ^ cln* J (:)^jj"'^*; tejjl* ^jjuJl JIajVI <-«£l tdiSliUl ^jIulaII JIaj) 

.£j>»}| ^ jiVl JIaJVI j-aj ujSI flililjba. <>Ja ^! jj Jliu,! Jj2 jAj! t ji! JLIj! ^1 ^1 jj jliu,! * LijV.7 



'6^f^> »J^ 1 JJJ J^ 1 J '(i^l JUjVI ji ^**h J 21 J^V! £jjaJI oalll jja 4< j* jfftlb o^aliJ! L ya2\ Jj-jujJ • 

.1 at laJLuil Jjjj ^jjy nHIt CjljLtk jj^ .Ja^ <Jj2 j&j) ^j 
Jjfl jAj! t jjIulaII / J oaU! I^A Cj)jIj£j Al\£l ^ .4-*!^ ^Jaj Jj2 jij) t 4-u<jfai! Jl^JV j\ • 




(Insert Index) lhj^ ^IjjI • 

.O-j^ii! 4iU2aj jjji dip. jAjI.2 

.l>" ji* ^tj J l Jj2 jiii ^ o-j^a f lAij jja jiii to-j^i <pj^aJi ^ '^tj-» ^yj^ 1 tA3 

.Jjj*j jja jij! ^j jja jij! ccjll^ jjj^I ^.l 

.JjJ*j Jj2 jlil j»J c0jJJ*J JJJJ cJ^I cHJf^' Jj^ j^t '-k" jtj^t 

.lA jjjj CjljUiJl Jia. t^jj<.iuj ,jAJa # 3 
.cJlii! ^1 SjIIu^I CjIjjIu^I Jj2 jL*l t Ixftll! U j! ja.1 ^ ^1 Cj| jjjaui! 4iU2aV.4 



6. Table Of Authorities Group 

+_P L^T InsErt Table of Authontiss 

™" Q! Update Table 
IVIark 



Citatron 



Table of Authorities 
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Selected text: 



Category: 



Cases 



Ihort citation: 



Long citation: 



Next Citation 



Mark 



Mark All 



Category.. 



Cancel 



(Table Of Authorities) ji-a^i Jjl j> • 
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Mailings Tab 



r? 3 



m 



Envelopes Labels Start Mail Select 



Edit 



m 



Highlight Addrsi Greeting Iniert Merge 



C? Rule ■ 

$| Match Fields 



Pre _- * r= ■ . 



14 4 



[p Find Recipient 



Create 



Merge- Recipient!- Recipient List Merge Field: Block Update Labels Results Check for Errors 

Start Mail Merge Write & Insert Fiefds Preview Results 



Finish & 
Merge * 
Finish 



1. Create Group 




ilililLalj <Lsali j UlJClj 4juUaI) ^1 f jaJl life ^ <jjialj ci jjj dJjJj Lj-La A£, jjholt ^Jalb j C^LuiIjaSL Q-aLk i-ujjj jA j 



(Envelopes) ^liE-* • 

f Ij^VI lift JlJ^I tiUS aj u flliall ^^k- J^ij^I £l jjc Q^aJaS CjJji |j) AjfrUlaj ( CjLLka-Sl cijla Jla ) i fllLa f Liu) tfblii {ja £>Laj 
/UlJaUuil SJlft j d&aj diukj A&ia. 1 iSj cAj&Ua d&aj t Jjjj ^1 <LjIa]b uflJi-aJ! JlJftb ^ jSj Luk j cili-aJl ^Je J-ud! * Jj Ji 




■ man u 



V ^Iim ^uuii lata ■ - j — 

" ltwill«ipiWiuwn 

i" M li. M l 



'i> ill in Imjl 1 1 MiilMiiai^ 

' UmPHlhvKttnv^jltttJWatdttt 
[mil fiijLuhihiiLWini ^ni^M 

Dcn<jjji ^ iii Hu ^iwwibxWijiirttimi WWW 

I-.n |ltltH H inJiTft^CH 

" MM 



El 



i~=~l ' 



Options Jja ^ File Tab >*U 
Advanced 4-*«jS1» <^0^ <jj* 
is^u^t O'j^ 1 &J^ 1 ^ J^j^t 4"*' (General <>Jaj Ji^i ^1 jjja^W <A3 

Jljjp ^IjJj iliJji UK 4-al.iao^l d&Aj diiau jljjxS! eJJjauj Word f J^J Jjalj^ Jjfl jAjI.4 



(Envelopes Options) A^Uall ^Ijbi <> jAaai! • 

O&j £*a-a 



i Envelope Option: 
Envelope size: 



Printing Options 



Size 10 



14 IB x 9 1/2 Ln) 



Delivery address 



From left: Auto 



From top: [Auto 



Return address 



Preview 



From left: Auto, 



~@| 



From top: Auto 



OK 



£a tjljbikVI (>» ^Uajj )j) CjliU oil ^a ^Uajj jiil jUaJl (Jj2 jiil i flli ajj ^a ^J^' ^ • 
(jiajad) ^ajjaI) (j^ cilLai) jUj) luSI ( jA^a a ^jjfl j <Lajl^l JLui) jjjaiIL- ^li ti tt^i all 

^frUall ^IjUi ljjjjIII 4-a^ Jjfl jAj! • 
^ sjjtuaill j) 4jjj2a3t 4itaJ) ^liui <jL£ )j) La j (jLuu ti L^Sla t(j^aj) ' <\\\ ^aj* ^Ljia JAau • 



^jjj t ( _^C'i (jty LilJla (A^ljl) Jiuii (jLual) ^ij »Uj) ^^jinjjlt ^ui jl) Jjaj^ai) 1 flit alt ^iaj 
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Envelope Option 



Envelope Options ! Printing Options 
Printer: Send To OneNote 2010 
Feed method 



0 



"0 



Faceup 1 j Facedown 
[V] Clockwise rotation 
Feed from: 



Default tray 



Word recommends feeding envelopes as shown above. 
If this method does not worfc for your printer, select the 
correctfeed method, 



OK 



R.esrt 



Cancel 
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I I Add electronic postage 

Return address: Hi ** |3] Omit 







Preview 










= ■ 

















Verify that an envelope is loaded before printing. 



Add to Document | j Options... | I E-postage Properties.. 



Envelopes ar,d Labeb 



Envelopes | [ j^belsj 
Address: 



[Mi t □ Use return address 



□ 



o Full page of the same label 
Single label 



Microsoft 1/2 Letter 
1/2 Letter Postcard 



Rfivtr. |l Co turn™ \l \y\\ 



Verify that an envelope is loaded before printing, 



Add to Document 



Options... | | E-postage Properties... 



4jai* j) AjfrLJaj ■ a£ - f Liu) • 

.^JjjJ! C)\jixl\ i_i£l i4^\ J^jaII jjjaI! ^.2 

Jaa\, (Jj2 jAj) aj tJia alt (j^II) (Jj2 Sjlill jjj jAjIj ty^U) ty^U) J^uuj iliJj) bl.3 

aj^ia all 4_ajlil| 

,U;< iia 4_Lj£j aj (5^1 Jjj j-aJl a^aun nl jl Jjj j-aJl <jl>^ lu£I ( Jmi (j)jj£- £J>aJl 



(. flit oil ^ 4jj.4.^aj Jjjj V dj'l V) 4 Jau Lufl 4-a)ikluu) all JuijaSI £l jjju lalii^VI tuJj'l |j| • 
0* %a I j| jjj^VI £jLkll J>-a jtt&ll jfljj Ij'lj JaUj jblkVI £Jj-a ^ c^LsJl 

' ffi all 4ju2aj (iULaj LjjjIiVI { J>s- aJ^j-a 'La.li, 

<U^lluil SicV <Uai^ uj- 5 '■ ^ 4&Ua dijj I j| • 
4ujju £uja!I ^ jj» jA La£ AjuLkll ^fl i ali a ^IjJb aia.l 

/IpUa Jj2 jAjl aJ.2 

<Lal Sa1u.| » Jl&V ciJLaJl laia. CijJ I J) .A 
Jjlu<-all ^1 4iU2aj Jjfl jAjI.1 
. llLuvaAJ La>uil a»uAu Jaii. JjjS. jAjIj.2 

t ^Jl aUIl CjJji |j| .1 4aL^| 4J'| ^ <^UJl iHuuUl ^1 liSLaJl 4iUab Word f J±J.3 
.Lulilj ci^Lall ^a Ljujjau aJJ ■ - CS%m\ja\\ 4_ilj£j lilinult ^Ajj La al laMi u| 

■AlLuha)! 4x.Uk! .B 

(Af-Lkll kliljUak i-ujilll 4-ailc. JaJs 4j3xj ^JJaSI ^ ^a>a jA La£ Ajulkll ^ cilsLa ^IjJb ^3.1 

ti flit all ^jljUa^ jlja^l Qy* (Ji »Jja.>ail 
.<pUla Jj2 jAj! ^ t iHui,all ^1 AiUaj Jj2 jAj! j.2 



(Labels) ^Uauu.2 



2.Start Mail Merge Group 





1 ii 




Start Mail 


Select 


Merge- 


Recipients - Reapieni List 






Start Mail Merge 



f ^Laxil ^a JjJxJI ^1 LjJL mjI ajj "U^ Jjaj AJLujj Jla tdj^i u «alt <&j^awa f Luul Jjjj Laij& ££luilj*a3l • iaMyyJj 
<ji (jL a . a ll (ja ^jUawail <jl CjLa^alxAll ^jl qmH Ajauu jl AJLuij j£ ^ jHau <j' <j^-*ri u'^*^' CjIjauu Aljj jl 
J£ <ULLLa! 4JLujj J£ j^j.^A.-. Q^aj (dj^l f ^Laadl LjJL mjL a jSj ^jII JjLuijII ^ ( jLvail Jjfui UJ% 

4_4jjjL JjLafr 



(Start Mail Merge) ££U>a]| g-aj Uj>.l 




^LuiVl iHuvail JlJftl .A 

4^_aiaJ| CjI ijluvail Jii 4 j< nilL Lj i uflj ^yb ^^1 CjLaj^jil j <j-aj!l ^ifr ^^^uiLuiVI nail j} jiiau 

.4jakjj^j AiLuij ^ 4jaall jl JuijaII ^IjjP t Jllall Jjj^ 

(Select Recipients) JLuiil .B 

ijlubail ^jk LjA^J Jl jaSI CjUjIxaII j jliJ cila <jC. s jbc- CjLibJl jAua^j 

.a^JjjLl&j 4jLuijII ^ all < n a f La>uii 4 JULail Jja>ui 

(Edit Recipient List) j«aLaJl jl .C 

CjLibJl cila ^ J^ui jl j ■ ' r - J£J ^^uiLuiVI nail ^a 4^uu f Luub Word f»J^ 
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^LuiV) ^ Vim alt JlJCj • 

.kl£lui!jAJ! £E-aJ f. li ,Jji jAjI (CjMuiIjaI) £Cj»j f. jj A&ja^ all ^fl t££luitj«4 t-ujlll) 4_a!>lc. ^fl 

(2)1 jj& (j^i tllili^l AilS ^^k. J ja* jaJ) <Lutftj jA Juij-aJ*! (2)1 JJP (jj% (2)1 (jfe CMUla Ac >aawa f Luul '^'<*j Jllaj'! JjUui f luuj jjjj j jJl Inumil £ jl Jji jijl.l 
Aa^C- (2>AMa (_><aj*ail) (JJliujj lj! 4 lit oil 4 ££$vrt\*\\ jja> lj! Sit a Jjji J^W UJ%J ^! J-^J^' uua i flla a j£ (i J J^ u'j^ J* ^-G^-J^ 

ciii-ai! Cjljba. jl jaJ! £jj^ CjlilLaJ! Cjljba. ljjjjjJ! 

'"'Mj.^a-iti jj^, tCjL.<vuij Jjja (2)jjJj2 (2)Uj£j Ajauu JS ^Ic (2))^ajadlj ^uiVI 'Ajl^aj&j (j^a ud) ^uil Ajauu j£ ^-iajJ ^jUaU CjLaujj A&ja^ a • 

AjauuI) CjI jLti jl jaJl AjauuI) ^^ajj A^aliJl 

tOjat a£Luh j£j A^aLa» CjLa^a-a jjau Lp-a j£ (2)^3 tJiLuijJl A2l£ ^ 4 i nil jA ^u<Lu<V) ^j"'^ (^jjjajM jjjj J-iboij j) Aj^jjaj (JjLuij Agjo^ o • 

.illilni nail (2v« £^aiV! ojA f LiuV ^jjj^I Jjjj JjLuij j) Jjbjj <jj3 jAj! .tSJ 3 *' £itajl*-a AjI j) (2)1^*31 j) *u»VI Jla 
. iHuvail (2>a 1 JA f LuuV J^J JjjS j&j) .(2yjJja "* 1 a.^ijjjj ^wV) (2)^ u, fli^jllj ^u*V) Jla Cjb>jl».aJt £jj (jaij jb}laj ^JJ JjJj j) £ jiUS • 



Type a New Li Et,., 
n U-I an lifting List.,, 
[fl=1 Choose from Outlook Contacts.,. 



(2)JAllubai) Jjj^j (jjjfl jAjI cCj^Lw) jaI) ^aJ f jj Afr ja-^ all ^ (Cj^luilj^a ujjjj^I A^a^fr ^ 

.Outlook ^if?. 6- jja jaj! ^Outlook ^ J^VI £1** 5-»siS ^j^I-I cjjji I jj • 
cjlii4 (> jil ^^j ji Access Sj&iS ji Microsoft Office Excel J*e ^jj 0^ 1^1 • 

.CjULJ) j.lfcd«a JjAaj j'j^t cilait ^>a jja ^\ \\"u<t) ^jjfl jlj) tCjULJl 

jULjJl SJCl^l (.mdb) AajIIII JaA& ^ .A^ilill ^LSuV A^j£ ^ ^ill ^ j j^ull ^illuul ^ cSJjj^ A^ajli AjU£ Jj2 ;(2)VI ^ CjULu cila djjJ (2)£j ^ iJj • 

/Lal.£iu<l sjIc) djLaj j jJl 



jj-alixj"! j) (2)jal1< ii all AajL2 qVi" • 
fc-j^buJb a j CjLa jkail j£ ^1 ^Hau V j2 i&aa ljULj cilaj JLojVI JjC- 
.(^LuiV) JjiuLaJl ^ iSfuba jjlaSI ( ) CjUUJI cila ^ AjjjaSI j 

A^a^fr ^fl CjULuI) i_flla ^ j^aUxll (2>a Ajfrji Afrja^ a at l^L u\ j) yjallmall Aaj12 j^aJ.l 

iCj^Lujlj^l ^LaJ f jj Afrja^ all ^ tCj^Lujlj^ i_ujjjI) 
<-j^LujIjaS| jo 11 mi a jlj^l JJJ^ (2)jal1i nail JjJ^Z <jj^ j&j).2 



it-aj Sj^jaI) jbikVI CjULk f-lxlL Jjjj j jj| all mi all sj^jj^I jLu^V) CjULi Ji. .SjxuaS Aaj11]| Ljjli )jj Ija SJjia Aijjlal) si* Jxj 





llfiKH 

3> >*1itt nirrar. 




f IxSj (iHlaj ^ajJl AAaC ^ Cj^bvutll (> Ja^ ALS Ac j^awa q±a^ Jjjj djb aIu I jj 
LS2 U jjjj C£bwuJ| JUS jjjaCi ^ c^'l J) dua ^ SJj^j^I jLuiVI AJLk 

flxlL ^ ((_y<)jll I. ti<i ^ sjjakj^il jtuSkV) AJLi> jja cAajI^I pPn a ^ - ■ <3J Cjjji )jj 

t_ujjjj 4-ajlii! jjfl .AJ Ufl j Jjill jualxl\ J j-aP (2)1 jfc Jjfl jlj) Cj^ibvuJl jjfl 

^jauj (-ttjjjj Jjili (^jij Sj-a J j-axl! (2)ljjc Jj2 jAj! ^j j (>) ^ JPUaj ^Jajj 

UIjj (2)1 Jjjj V djb ^xj Cj^bwui ^ AajIISI lj jj^I |jj Jjia j^Vl lift Cj^bwutll AAuaj 
Cj^bwutl) (2)Jau3jJ jbjSkV) Cjbb\ a! laJL m| tSllLaj (AajIH) Ajiuaj jju .^aj^l ^ I^Jjausj j) 

t lg nil nt ji 
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3. Write & Insert Fields Group 



fife fflfo 



?S M^tch Fields 
Highlight Address Greeting Insert MergE 
Merge Fields Block Line" Held- &0 Update Labels 

Write at Insert Fields 



C«jUp £a Word cj* SJj3>jaJ! JjAaJl jaljJJ cji ajVj £&L«i!>»J! £U»J Jjia> ^^auu t LJAa>jl!! j 

Jasj d\JLul\ cil* <J Sjja> jaJ! SaapVI 



.£iL&j dUI 4ajU j^aUc SjLp <^tuiVl .1n<n«ll ^1 IfjiLdb p j&j ^1 JjlaJl j CjU £a ^Ia9 tliUU^l cila ^fl SaapVI Jaaj • 



c 


B 


rri A 










1 








2 






^1 | 3 








4 








5 








6 








7 








8 








9 



.£) jjxS! jt ^VIS tjS jaJ! dlj ^fl jflai iliU jIxaII <> 4Jjjla 4a9 ajjj dj| ^1 



V (« ») (jjLual tJij&S- <jjJ JlaJl ^ui) Vij i n (^^uiLuiV) .lT*n noil ^ tl£luil ja £LaJ Ji^ ^IjJl aiP 

■AauaaII / J SJja jaJ! JjiaJ! jjaaj <^P djptuu tgj) .'U-saaJI tlihnmalt ^ ^Ia^VI Lja^P j^Jaj 



C I B I A 

I £j^'q|j^ II «mJip~l I i-™ 





Jit ,li 




^Aii) lip dj^&j jiii u • 

■ijlubail <J Sjj2k jaS! JjAaJl JIajIuAj CjULJI cila ^ J ja. ja3! JjVI ci^t 6U jJjlaI! ^ j£j tjjAAll ajP 
<ja ljUjIxaSI |» jSj .JjSfl ^«1aSI ijluLttil f LuuV ») (jjUial <J±£k£- CHi AP J^JaJI j ^^ujLujVI 

jjiAj '/^IaSI DIulaII f LuuV JjiaJl JlAjluuL CjULJI cila ^ J jaII ^jIaS) duaJl 



JjlaJ) a)Jaai nt.l 

^jLiS! 0> J^J JjVl ^uiVI dlj ^ Uj t JjAa. Sjjd <P jAa-* ^P SjLp jjjd! JiaJl.l 
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Lii^n 4ddtii Elect 



Specify adji^s Semtrfli 
J lr»r*nj)«wnt tttwmi mitwi r«n«r 



loihjaRindali 
; Jo^huiQ. HanifdllJr 

W.Jo* Randall lr 
iMr.J«*iCi. jbggji rr 



Mt icmiu Randall I 



Here il a preview 1mn» jour recipient list 

■ 1 



'J Inrc'l.iQwipMpy rnmi 
J |n<ir| portal a*Jdr«r 

C£e»cr indLKlt !h« caijnh7j"reiiion ir» tfieaddr«si 
AMtAM indue* tn» Htmrfliy-r*fl»on in Ipif jjildim 
4 Onrj lndi*dt the tni^rtrf /return rf dtfTewmttini: 
UnrtJd^l-JtH 



0 



>* rqi-Bol address Hcardingto rhecHJtmBllrjn - aurVin t*--- --n 



Coirec! PiaWtms 

II n uth in Jin* uidi m blpclc Jr* mining ul* liT aieur. os# 
UjUti Fields ro idffitifylM canta AOdnxf *lirh**iri fion 
icui mitliriQ tilt 




Title 



First Na 



■J a me 

| Last Name 

(not niatchedi 
Company Name 
| Address Line 1 
Address Line 2 Q 

State g) 



In order to use special features,. Mail Merge needs to know 
which fields in your recipient list match to the required fields, 
Use the drop -down list to select the appropriate recipient list 
Meld For each address field component 

Required for Address Block j 

Courtesy Title 

First Name 

Last Name 

Suffix 

Company 

Address 1 

Address 2 

City 

State- 
Postal Code 

Country or Region 
Ontronal Information 

Use the drop-down lists to choose the field from your database 
that corresponds to the address information Mail Merge 
expects flisted on the left.] 

If | Rememberthis matching for this set of data sources on thrs 

computer 



0 



Country ar Region 



OK 



Cancel 



(Address Block).Jj*aJl jjILj &j* 

ciLa (jA SA-acVt (jJjUc Jjjj ^jj (jJA^l i^S- L_ u^jjJIj (jl^jxll j^Uc Jjjj ^jj 

iliUUJI cilaJ u&Ul j LuliU Word J .j^ 1 
t Jliai! Jjiui .t^j^Vl j-aUxS! <LUxa Word 6^ .4^1*^1 f-^l 

Ija cjULJI ciL> <> JjVl ^Vl <LlLa Word ^ 



^jli tliU$k*j O^jjfrj ^J^j ^l^jjp *UjS.2 




(Greeting Line) 4¥^J^ 1 



^ULJ! cila (> Ji* 4iUiV J cij^J! j\ JjVl ^Vli Jji^ (> ^ta jiu» ^IjJl djLaj 
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4.Preview Results Group 



£ul I jj .^»aS| ^cjUu AjjIxaJ i jAl-a. (jjiluj 'er^^Vl ^1 Jjl^ 4iUal Jju AjjU-4 Aftj^ q 

g^jll ^jIaC JUS) Jj3 CjI jjJu f I j^Jj Aaa1»J1 Cjl^luMll 4JjUu> d^«j U£ IS^V Jl^jVI ji ^Jallj AjjIxaAj 

.Sua 

tl£lu<!j<« t-ujjjJl 4_a^lft <j^Ja gjLUJl Ajjls-a Aftjo^ oil ^ Laa ^ij AjjUlaI]^ 

(Preview result) gJUIJI AiAxa jja jiil.i 
(Find Recipient) .^H*** Jj* J^' <JWJ^ 0^ aIAxaj <A3 



H * ► M 

fpFind Recipient 
Preview _ 

Results Check for Errors 
Preview Results 



5.Finish Group 




4jC j2 Aft y^A j) d\ A2l£ 4ft LJa d&4j .sJa <^ft IfrLjJU ji Aa-sAaJI ljI1S1ul»]| 4ftUa dj£ <u (Finish) f Wpl Aft >a?~a.6 

(Edit Individual Documents) U jt ^Sa lg-L» 



jpQ Edit Individual Documents. , 
C[gj Print Da euments.., 
^ Send Email Messages, ,. 



(Print Documents) a^aaJ! ^I^jlu^l Aftb>.7 

f UjJl Aft j^a-aJl ^yi tLjliLuilj-a ljjjjISI A^ft 
.ilihnmaH Aft Lb Jjji jUl tg-a-Jj f l$J) Jj2 jAjI.2 
Ajft jfl Aftja-sa j) Jai* Lib* 4_JajjjLaj| AaajJII j) CjI il>11 AlalS Aftjo^ o ^jKu « ilil£ |j) La 

.J^uJl UuAi UJ^AJ Aftjo^ M 



Merge to New Document 



: i- - i 



Merge records 

Current record 
From: 



To: 



OK 



Cancel 



11 AjJjS j«u jjjaj.8 



(Finish) * IfSJ Aft>o^! ^ (Mailings) £flU>« J Uite <Al 

(Finish & Merge) jM.2 
(Edit Individual Documents) AjJja cjliSiuw jjjaj jja jiil ^.3 

Aftjo-^ oil Ajftji Aftj^^A j) UJL^ A^ajjXAl) 4auI1I j) "u qa Alal£ Aftj 0 jjj^j Jjjj Cjj£ )j] L» 
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Review Tab 





l.Proofing Group 



ABC 



II 



ABC 



12 : ; 



Spelling &L Define Thesaurus Word 
Grammar Count 
Proofing 



Spelling 

AddressBlock 




Dictionaries 

Install a dictionary from the Office Store to 
see definitions". 

Language: English [United States) 

Dictionary - Merriarn-Webster 

Price Free 
Rating: 5 

Terms Conditions 
Privacy Policy 



Mnmirr 
A Will HQ 



Download 





( Spelling & Grammar) &^ ^SUS .1 

iHuaaIL S-Jj^j-aJI f UaiVl ^ 



( Define ) o*wljS .2 



Enoiis-h Dictionary 

Price Free 
Rating: 5 

Terms & Conditions 
Privacy Policy 



Download 



Brng Dictionary (English) 

Price Free 
Rating: 0 

Terms fit Conditions 
Privacy Policy 



(Thesaurus ) ^Jlj^l o-J^ .3 

ji U jjjxj Cu\ Jjjj 4 alSJ cijlj-a <jj£j lSJ^' ^-alS * "J 

^« S jAil! <jUu< J^a (_5j*-^t U^j ^Jjj t^j^i fj\ Igijl j^j 

Uaj| IgJaJaj £Iaui (illS ajj 



Word Count 




( Word Count ) aUfcll jjp .4 
^jlyL>II Ljljiiil j cijjaJlj jkwVlj £iUl£J!j jiuail JJxj lju> ^^Lxj ^ 



Pages 


75 


Words 


13 r Q76 


Characters [no spaces] 


EG, 159 


Characters [with spaces) 


lQ3 r 528 


Paragraphs 


1,341 


Lines 


4,021 



Indude textboxes, fbotnotes and endnotes 



Close 



Thesaurus 



© computer 



J processer (n,j 
pro cesser 
pro cesser 
CPU 

mainframe 
supercomputer 
workstation 
PC 

laptop 
notebook 
palmtop 
central processing unit (Dicti 
main frame (Dictionary Forrr 
super computer (Dictionarv I 
work station (Dictionary Fnrr 
lap top (Dictionary Form J 
palm top (Dictionary Form) 



computer 4l 

Word currently does not have a 
dictionary installed for English 
(United States!, To. see 
definitions; 
Get a Dictionary 
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2. Language Group 



Translate Langu-age 




(Translate ) ^> • 

(j*La!j£j 4JIxLuiVI fJJ (ji <j^-*J ji ^-ual AjjlLa 4*131 (_yu<a!jij <jj£i <ji J lS J^ 1 c^j N w *^ <j^^' 4-a^jjl ' ""' 

4_a^jjll f Hi] 4uiua2a q\ ^Js> £u ji2i\ J^Ia <jj» 4-aAjjil 

(Language ) 4x53* • 

^!:UVI J^J^b word -It fjM ^ hm\ l& £ 4iB jbik! ^jj LxJa j cjlxl Sj& £yj jbik! ^ l^iaj 

SjIIxaSI 4x11! a 3a uw& imll 



3. Comments Group 

ji 4xjlial! He 4Jaa.iL jjjj Uj Hlui^l ljjIS jjSjj I^jIJxm (> LjLliixlSl a -illu^l ^ tlAiilxj ^IjjV ^ j 

Mew Delete Prevmui Men Show Julxil! Jafr <«j1I SjAAli ji ^ »«M ji 4laaJ| si* Sf Ijfl 



Comments 



Comments 

mohamed abou eteta 



1u**aJI ^ f ja. Js. jjki 4iLuaV ^Vi . n' ^ j ( New Comment) <jfc^ 



Ljtiilxill 4ita ciia. ji J-ia-a JjIxj ciiaJ ^ j ( Delete) • 
.JjIxj ciia. Jj2 jii! ^ ; Jjiuil Jjfl JajV! SjUl! jjj jii! t xjj«, JaJij Ja.!j Jjlxi cilaJ.l 
-g i ill Jjjfl j&j) tCjUjWl 4c-jo^ ol) ^ i4x^lj-a ljjjjjII 4-a!Ac. £>*Ja . <*"'■ --^l ^ j J^J- 4 l3^*^ * J J^J^' .-.lajU-.tt 4^ cijaJ.2 



( Previous ) ^ c*M J^ 1 c^! 

(Next) HIuiaI! <^U1! jjlxil! ^1 JlSSJjfl 
(Show Comments) cA* 1 * &ty*3\ a!\s <JaJ>\ 



4. Tracking Group 



Q§! Simple Markup 

■ — 

□ Show Markup ■ 

Track 

Changes T ™ Reviewing Pane 




U ^ ^iaj ^jJj HiuiH! ^ £i!jJJ«J f tj^j «J 



( Track Changes) ^ba*^ 4^ Jrf*^ 2 
( Status Bar) ^ hj^ J\ ^ • 

,4laLij (Jlljj ji "Cjljjjjul! uSju" JJui^ lajjJl ^Ic Cj! jjJuI! uSju >1> Jj2 jAjI.2 



PAGE 1 OF 1 13 WORDS [Ji ARABIC (SAUDI ARABIA] TRACK CHANGES; ON 


i 


I 


is 1 + 100% 
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Comments 
V Tnk 

v Insertions and Deletions 

■y Formatting 

Balloons ► 
Specific People ► 

Highlight Updates 



Simple Markup 
AW Markup 
Nc Markup 
Original 




( Show Markup) ^WWI • 



rTj*1 Reviewing Pane Vertical... 
Reviewing Pane Horizontal 



( Reviewing Pane) * j*. • 

Allala JLujI ( Jk&\ ^ j) AjUISI Aj&Ia v* 1 ?-; <j^\j £^a j b»l CjUaIjaJ! jUjJaV - liluii ^A j 



5. Changes Group 



fti Q Previous 
Accept Reject 




( Accept ) .itL-^l ^ cjljjjijil JjjaI ^a j JjjS 
( Reject ) CJ^» eA» J^VIj ^bJ! j^l uiaj 
( Previous ) Wj^j ji JjjS <> d&Aj j ^ lub^ l £^a>jJI jjbJ! 

( Next ) W>^j ji j-^l JjjS 6* J >i2***H j^l ^ JliSftM 



6. Compare Group 





[1*1 Reviewing Pane Vertical... 
Reviewing Pane Horizontal.. 



ubS SJxS CjUaIj-» g-«J Jj2 jl!) tdlj <> ^Jj .jbaJl si* JJaj ^ c^^^tj-^ 1 <> <J^ <> ^ J l J^! H tr^ 1 ^tjAJ*^' CjJji |jj 

,^lj ^*"" ^ 

dljjjijil JjjSI ^aj Jj2 jAj! ,4JUjj Word O^J*^ '*bS*la ^"^mi £>4 (ijiaj tluli |j| 



CjIjjJlUI 4_j2 j^Iajj ^jluaVI liwnnll ^ sJj^jj^I Aj^xUI CjIjjJlU) Jjj5 ^jj dJLj IjluM o^ajau Word f>J^j 
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7.Protect Group 



• 








Siccl Restrict 


Author: - Editing 


Protect 





jUjj) ^ia LusjI tillS aj (jjSj] <*"«■ ..*tt £><« j^i *J , " > ^ ^ 4 La a tlilJjiaj CjljjJulb ^LiuAi » mj j 

. ijluLaJl ^yi SJjIaI) jjP f I j^VI JJJ*^ 4jjfc4 Q^aLi-uiV 



Restrict Editing 

L Formatting restrictions 



L_l Umit formiirting to a selection 
of Ttyles 

Settings., 
2. Editing restrictions 



Allow ont-/ 1 hi; type of tditirrg 
in the document 



Tracked changes 



3 . Start en torcem ent 



Are you ready to apply these 
settings" flfou can turn them off 
iaterj 

Yes. Start Enfamng Ptotedion 



luu^l! AjU* jjfl jSj) ( Protect ) <&j-»a»All ( Review ) ^HM^ 1 <Al 

( Restrict Editing ) J**-2I. J±£ jji 

f Iaui) JbkJb ^ t(jjjiLJal ^j'^'"" (Jj2 jj9j) (UJjJ^j f Ij^VI jJjaJu <jjj.ia_a (j^bwiV ^Uuill • 

.L&jjjiaJ (jja^-sunalj tliUjJl ,jjjxjj n <\\\ f. Ij^l jjj^j £jb # 7 
,4jUaJl <jijij ^ <jj* jlil tjijil! f Jj Jiuii.8 



5ee also 



Restrict permissiDn..- 



calf I jatfl ^1 jij.9 
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View Tab 










= r~j| DE] Outline 


Rufer 








L ~^ > Ml Draft 


1 1 Gridlines 


Read 


Print 


Web 


l~l Navigation Pane 


Mode 


.ayout Layout 


Views 


Shaw 





Q 1 One Page 

^ '—End QE Multiple Pages 
Zoom 100% 

-UK Page Width 
Zoom 



New Arrange Split 
Window All 



CD View Side by SidE 
EE)t Synchronous Scrolling 
SB Reset Window Portion 
Window 



ep 1 m 



Switch 
Windows' 



Macros 



Macros 



l.Views Group 





: 


|=|i| L~3 Outline 
® H Draft 


Read 


Print 


Web 


Mode 


Layout 


Layout 




Vi ews 



*$JJ& Ci\ \]"U II oM <J/GjF- ^ijfa Jjj*-^ * IaIuIJ J 

j^iaj ^ Sf IjaI! j^jp 4Ljia ^ U luu^ l o^j*^ c^J ( Full Screen Reading ) j-^aj ^ • 

^PjjkaJl Aij^i! ^ j flfiim U£ ^Vwnati j^jxS ^Vimj jA j ( Print Layout ) ^PUtall lajkij • 















































■' 


1 
















' ,-m_l -1U IMJ-J. T 







£l jjjj dij ^ iVk i ij j ljjj A^i^aS j g?ij < n us iHut^ l o^j*^ j ( Web layout ) <ryj hj^Vi • 

CujijVl (jfe (— uj £2.>4 4_aAua£ IjIul^I lift jij ^jj 
^U.^a-.tt UUA, a<1 CjIjJ) o^J^ J w V'^*"' g^aa aS IjIuiaJI (jijfrl ^A J ( Outline ) * • 

LHJJJ^ O^J ^JJ^I JJjaall p AiluZ j Sj^wiaS , lTi < nal l jijxS ^^iluuj ( Draft ) *Jj«w • 



2. Show Group 




0 Ruler 

1 I Gridline: 

I I Navigation Pane 
Show 



Navigation 



jSe^rchdocwrcni 




HFAUING4 PAG!'» MSULT? 



duc<*r*r11. 

It s -a great way Id keep track of where you are 
or quickly mcrf ycui canrfnl around. 

To gfl it»1«4 fjo >n t*fn« Ub «nd tepty 
Heading ityiea bo the )ie«dircgi in yuui 
duci^r-inl. 
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( Ruler ) SjkuiAi! • 




( Gridlines ) fcfM • 



6J%J C&jki U^J*^t t4jJ O^JC" ^JJ^ ^2***ll 



( Navigation Pane ) • 
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3. Zoom Group 



=1 One Page 




Zoom 



Zoom to 

a 100% 

@ 75% 



Percent 100% 
Preview 



•s I a 



( Zoom ) /jj^j • 

(jSaj (j&j jJu^ul\ I jjjSj AjjLut j^iaj jUI) Ale. j (JIuiaM ^ jjt irViH j jjj^Ul ^ jIum -ij-i^-ii » ■■"« j 



%100 ^ai^ j jJX^aj / jjjSj o^J^ J* J^»Vl jbi^VI c)J%J 



"• £age width 
© lext width 
» Whole page 



Many pages; 



AaBbCcDdEeXxYyZz 
AaBbCcDdEeXxYyZz 
AaBbCcDdEeXxYyZz 
AaBbCcDdEeXxYyZz 



OK 



Cancel 



%100 



N " 1 a 



u ^aijiavi ^LaSri ^1 %ioo j^j j\ 4^4^ 



( One Page ) Sj^Ij 4^i«a • 
( Tow Pages ) O j"'^""> • 
( Page Width ) • 



4. Windows Group 



g j*"*" | 



New Arrange Split 
Window All 



[Q| Synchronous Scrolling 




( New Windows ) j^ 3 ! • 

^LaJ! DIul^ I jijP <Ljia ^ <5J^»j Jj^ jUaj ^iai ^ j 

( Arrange All ) J^t • 



( Split ) ^» • 



( View Side By Side) w J>\ ^ o^j*^ • 



( Synchronous ) Cy^S* Jij** • 
( Reset Windows Position) j^V 1 • 
( Switch Windows) ^Ij^VI JjJ^ • 
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5.Macros Group 




Macro name; 
Macrol 



Assign macro to 

Button 



Store macro in: 



, I . ^ IwKSwiJ 



Keyboard 



All Documents (Normal. dotm) 



Description: 



CK 



Cancel 



Oj^ 0' tr^tj Microsoft Visual Basic <> jj^j^t cjl^j 4*1 jjSU cjl^j 4jU£ ^ L»£ 

^jjj ci_n*J! I jfS jjjjj^i! ^ >»ljVl (> jjj^I Jj***i l^liab j Microsoft Windows 

,CM% *ikL» ^a-* S JALa VBA jj^Uil ^Ij^j 




Bluetooth ■ 



Menu Commands 




l.Menu Commands Group 




4_LuaLi jjC. 4JLujjI (jA IiLulaII JjIHI <U^LaJt ^JWj^ till jjaa a) lalyat ft cr^'j Word 2013 ^ AaS^ial * JJ- 4 ^ 
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Picture Tools Format 




AN 



rH3l H Compress Pictures 



j3 Change Picture 
Remove Corrections Color Artistic 
Background - • Effects - "S ReEet Picture - 

Adjust 



j P Picture Border- 
d Picture Effects - 



|=Sh j Bring Forward - |° Align T Q 



Picture Stales 



□ Send Backward 
ielection F 
Arrange 



Group - 



Pos-ition Wrap 

M l 1s Picture Layout- . Ted _ ^ Selection Pane jk Rotate - 



Crop 



J Height: 



4.33" 



Width: j 5.77" 
Size 



l.Adjust Group 



2 K Compress Pictures 

™ r^g Change Picture 
Remove Corrections Color Artistic 
Background - - Ef f Ects , "Q Reset Picture ■ 

Adjust 



( Remove Background ) ^jilaJl 3JIJI.1 
( Corrections ) £jk*A2 
( Color ) SjUi!.3 
( Artistic Effect ) atj#2IU 
( Compress Picture ) 

( change Picture ) »j>-ai! jjj*j.6 
( Reset Picture ) Sj>-aJ! SjIc).7 



2.Picture Styles Group 



Pi ct li 1 e Styles 



P Picture Border - 
O Picture Effects * 
^ Picture Layout ■ 



( Picture Style ) Sjj-ail CiUmsm* j! CiljUa) 4iU2a!.i 
( Picture Border ) Sjj^ll 4ibi!.2 
( Picture Effect ) *M.3 
( Picture Layout ) SmartArt f—j ^ Sjj^aJ! Jjj*j.4 





3.Arrange Group 



=&l j Bring Forward - |J Align" 

□ Send Backward » .4=1 Group - 
Position Wrap ._ • 

Text- Selection Pane Tk Rotate ■ 

Arrange 



4. Size Group 



PI HHefght: |433" ; 



Cr °P ^ Width 



5.77" 
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1 < > & 



*< Edit Shape- 
E) Clraw TextBDi 



^ Shape Fill - 
2 Shape Outline 
O Shape Effect! ■ 



Insert. Shapes 



Shape Styles 



Drawing Tools Format 




A A 



Wordflrt Styles 



i Text .Fill- lift Text Direction - 

^ Text Outline - [|] Align Text - 

iA Text Effect? - 00 Create Link 
ri Text 



y 



j Bring Forward - Align w 

iel Group ■ 
Rotate - 

A.rra n g e 



□ Send Backward 

Position Wrap _ 

Text- ntr Selection Pane 



0.41" 



Slur 



Size 



l.Insert Shapes Group 







\1\ Edit Shape- 


i'WDOD 








ly Draw Text Box 








Insert Shapes 



16 ^ ^^■^1 £3>tj ^ J^J'^j"' U^>jMIJ Agjrt^ n ^IjJ) (— UJJJ ^ Uj>- aj jSj iHuLftil ^ JliiSVI 



2. Shapes Styles Group 




Tj jjj Shape Fill' 
^ Shape Outline- 
Qf Shape Effects " 



5hape .Styles 



B S 0 H 0 S B 

□ 




( Shape Styles ) j aljil • 



( Shape Fill ) JiAll ^ • 

( Shape Outline ) lteu>l\ • 

(Shape Effect ) • 
J1A1! ^1 ^jliil £l jjjUI! jisu JUjV f 




ijluuAi! ^ £jJ-aJ! JlAll <^Ua. j jJaji JlA ^^Liaj Ua A^jX^I JliAVl ^ J&l ^1 jjftU c£*J JIaJV fJi 

^ J^-uill 4JI La£ jjJalaj j Jl j^j ^J^J JJjUj l$la oil J&utll 4_iUaVI CjIjjjUJI JJC. 4iLiaj o^aj • 

jHuloJI ^ jUjVI jjj'UII ^ ^laall o^aj • 
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3. WordArt Style Group 




AText.Fill - 
^ Text Outline ■ 
Text Effects' 



WordArt Styles 



24 j^tj u^j <g-jo"> o jrljjj nolt ^ WordArt fc* J-»UjI! iIp 

WordArt * o- 4 ""^ J^tJ 4 qj < nil j 4ju» J^UuJI 

ji ^Iji'l 4iL2a) Ui* L2aj| tfju US Jli*ii £jj jliiiVlj £j-i*Jt WordArt -it JAJ*J c£^J 

^ t>< u a. a ll WordArt -M ^jIjjj^ 6* O*-*^ ^ l ^-"J WordArt Ob*' J&*^ 




Your 
text 



4. Text Group 



lift Text Direction ■ 
[■£] Align Text " 
*S Create Link 
Text 





aj a i aj l. 



( Text Direction ) u-aiil jjj^j « 

aJAn^ul LtuA (j-aiil sIajI jjjt*il a £j<yu 

( Align Text ) SljU-» 
.aIL Halt ^ WordArt S) jIa-J ^a\"u »" 
(Create Link ) 

jllj ^j^ail! -Ja^j' £L) J V 



5. Arrange Group 




33 4 ^ay>lS A&ja-\ o 4^iuaj| B-Jaaj <-ujjj jlaj) 



6. Size Group 
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SmartArt 




^l^lluub U jLijj dlSuu i£ut\ j\) l^lJaluilj 4_A%^J) CjUalaa afl 3 



ij ,<lu*uij^ ^ clip j^a-aJlj (jdl^uiVl (jJJ JJJ^I tlil&Hfr ji^Iab 4jfcjgll CjUaJaa ^ jSj 





.jLLujbU AjJj^xJIj 4j£aVI o^J 3 ^' A^tuM jjj^Ij ^jijj ,4t a-% alt j) 4 l< »l< in all jj& ilitajJjLaJl Jj£ jUjiaV - la>lyu ^UuiLui) Jj£ 4_4jli 



Jjuu igjiAjl SjjxaaJI AjjjI^I JlLuiV) -j * i ,4t a-) alt ji AluiiuiUl jjP tliLajk-aJl Jj£ jUUaV - iaJLuu 

.JlLu&U "Lj jax1\ j 4j£aVI (jijadl 4^Lum jjjSjj 2. ^jIumIIj 1 j jIuiaJI ^jj-oj ^j*2ajjJ .Its* 



3 4_4jt£ 



.j^hd (eJjaZl AjjjI^I JlLuiV) -j a ■ a2 ^jj .4 aua ^1) jjP ljL> j ]«- <i S| ljI^ j aa» a jUjJaV - 



4 ilu^aS <taJlxa 



jiui ji A -\ 11 r a ji Aj^a (jA Ajp. jill tliljJaaJlj CjljJaaJl j) iIiUjIjlaII qa AaC tlAfrj-aa-aJlj lJs-ja^aI) jUjiaV - IaIuu 
AjJj^jlSI CjljIaaJl £a 2 ^jIulaI) Jjflljjjj i4_iaaVI yJ^Sfl ^jIuiaII JlLw) £a 1 j jIuiaJI J^'j^ .J^' 

j| 4j£ jiil tlaljIaaJl jl Aj&jill tlAfrja^ all Jj£U3 -lii. J^au j .4_La jj c?^ ^ j Iuj- o J^Jj J£ (j^Ja Sj^Skj-ail 



4t a 4_4jl2 



-nr 




jj-a 



111 



Jj£Uu ^jAj .jj^-a ^jjaoJ LJxll (jlijSf) ^ SjJu^l JlLuuVI - J a ■ aj .Aiuail d\ j j) 4t all CjLajlsLAll jUjiaV - >a>lyu ajj^a 4_ajL2 

.2 ^jl^-all o^J^ C>* JH*^ ^ Jf**J '1 t^J^all c?^ 2 (5j1u*a1I (J^J Jj-aj 



jj^ll J| jjj ^jjj t J^*^ ^j-.-v-.t 4_ijldl JILuiVl 'J*'^"' ,4t a^ all jj AlutLuuail jjfr LjLajijLail JjS jU^IaV - ""' 



J3 ^ 




j^Sl «UlaJl ^1 Sjja.>ail ALkL*ail JllAVI ^ u^J j^Jaj jfll ji AlilJlai! jl Aj^uall Cal&bdt jU>IaV alVtut 4aa jA 




(j^j Ajjjlill JliuiVl (5 jjau. J-afr jja-u j| 4 jlafr jl 4_a^_a ^fl (IiljiaaJl jl CjUjIxaII qa Calfrja-\a jl^iaV * 4m,^a 4^aili 

^jjVI JaJlj aJJatlait JjtuaLiiSi ^a Jiuu J^aau .2 ^jlutaJl ^>saj ^Ip AiflljlaJl Cj^LJaluiail j jiij La£ (1 ^jIuiaII 

lift - 1 <3jj V .^Pja-) a J£j sJ^jj^I <Liaj^il Cj^lutluallj (JiuiV (J&S £y* 31 nil all CjlajlsLaJl Cjlcja^ a jl^iaV - "J ^>4j^il Jml< nil! 



Microsoft Office Word 2013 



ENG. M. ABO EL-ELA 




+ — i — 

+ — + — 



.oj;U^I (Ja11\ £iliA$ £a Jj2> J-**J .Alkali til j ji AjlaaaII CjUjIjlaJI jLflaV - liluu 



4_ui Jluu 4_ajL2 



jjjS jJfl £4 list JS^u Jaju . Jafcll jiut j\ 4s\aC j\ 4*o£a ^fl oJjAiJaII Cjtjjaai) ji CjLajLla]! J^^V * ""' Jj^l 





^Ip jj""*-"'^ (j^AjiSLi Jj^jaI) SjJL^I) AjjjI^I JlLwVI - J a ■ aj t 4luiluilail jj& j) Axa^aI) CjUjIxaI) Jj£ jl^IaV - laJLuu JJ^ 4_4jli 



a jj^ail (_Luaj3l UjUA.-.ti 



tF 1 ^*^! .2 j l u^j^i 





a ^uiV) jLLuil Jiwu) 2 (j<aj j^Jsj Lajjj ^-uj JLw JiU 1 j jluj^l 
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1^3 



j jlut^Jl <j*aj Jjiljlj .Ajjblail CjI jUtlt ^txuajS] LJajj J^au .J^IS Jj»£ jj«ui JLuu »JJjlL« CjIjUc J^Ia aJ&Ul jl^laV * laJL mj 



Ajjj Jlwu 



• • # 



X ^gjlunJt (j^J J*2aai J^uu j»f ^Ijj. JaP jjaju jl Ajlafr j\ 4*a£*a ^ dljlaat jl ^^9^ jJfr jl JjJ^ JajAuu jl^laV - <J^"y 4aJU-» 

.Jllu&U AjJ jajl!| j AjiiV) G^J*^ J-'.'*"'.' a j£j j .iaS2 cS^'^ CHi^ 



.aLajVI ji AijaJl Jj£U1 j) 4 Jj»£ j;tuf j) 4jL»P j) 4_4^_a ^ AiuAuila CjljJai j) <_yiaj lalaa - ji aJAj jl^JaV f 




i nil JiUi ^ jLi 2 (5 jIuiaII jgiaj LaS. ^ < nil Jil J j^iaj 1 ^ jIuiaII q-oj j^ouj 



.jj^-a ^ifr ^j-.-v-.t AjjJI^) JlLuuVI • j a ' ^jj .4 a>ja> -^^ jjP CjUa^la-Jl ljIp j aa> a jl^iaV ^JaMuu 



.2 J 1 cJAjjluLttll Jjiiil (j^l JUaa ^f^J .J-«*^l jl ^jlofr j'l ^-«^-» ^ AIuiIuHa lj! jiai j'l aJIj jl^iaV - ^"' | ""' JjS Jiuu AaJIaa 



.Jala 1 jjIuij^I <j<aj ^« JJaii jLuu .AjjSjjj AJaD ^r^l ^aaAli^l ji jl^VI jl^aV - >a>lyjj 




<Ulbuaij a 




,iaS2 1 j j I u l J I (j<aj ^a JJa2l jLuu ^jj # j JSjj» j-i^aj» <j-« a jjhl nil ^JslL«il ji jl^VI jl^aV * iaMi iu 





jjj'I (>Jaij O'l O^ajj .AjjI^ISI A^jliil ^le jSjj .Jill ^ pl>Vl AjIiS ji iiUjk4ll Aji^ij Ajiafr jl^iaV ^Jlluu 
^jaWI jixuiVI (jiljJJj 2^1 Ji"l 1 c£j1uia3I Q-aH siA S jJa\Vl £JjVI jia^VI '<^^l 1 cgj^'-"- 4 ^ J^^l 

.CjUaJaauIt qjj JjAjISL Ci^ I jj j jfl jla JIaj j if\\"u nolj jj& (jaIII j^iaj V. tfji\<* J^- ^» 

OujjII 



Oflj jflajj to-jj Ji*i 1 ^jIuiaJI o-alS ^jVI 6^1 jku<VI (> jkw j£ jaljia .JS&\ JilJj jLflaV 
fclLai |jj Ijfijla JIaj Ail! j ta la>li iull jjC- o-aISl J4^j V .<_HJ^I J^" Cj^LJaluM ^ ^jflljlall 2 (gjluiol 

.tlil hjMll l ^ Jj«lJ^W Ijj IjSjl* JIaj AiSlj t ^Vunal l jjP j^ill jfJaj V ,^u> 1 ^jluiAll 



III 



S Jja4 AaJlx^a 
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2 <5j1uiaJ| qo! j^Jaj La£ tAjjjIjj 1 ! JlLu&l ^2 1 ^jlm-ail (j^j j^^aj .J-*^ ji 4 j\ afr ^iajJ tliLajJa-a j^iaV * ""' 4jjj*l*-a ^-mi) 




(jAJ jjj ,J-»*^I jj«ui jl A^JUla jj ^ <Ljfr tliljJaaUlj (liljlaaJl jl tliLAjk-all £>a tlilfr jAStA Sj£ jl$^Y * "* CjUlofr <Lul£ 
Jluj j£ (j^Ja Sjja>jAil AjJjajlSI AjP jilt CjljJaaJ) £-a 2 <5 jlutAi! q-oj Jjaljjjj LlxSl AjjjaVl fcliljJaaJl £a 1 j j luL a il 

,4l«a jj ^jlcl ^jiwiA 

JliuiVl c3^ ^ ' ^ ^ lP 3 J*^ 4aLu*a J£&J .J-afr jj«uj jl 4 jUfr jl 4_a^_a ^ Alutlutla Ljljlak ji jl^laV - d^*^ A^Jbua 

.AjJjAadlj 4jSaVI JJ^ 4 cHJ^ 

JS j^laj (2 ^jlubftit (j^J jj£U]Ij ^jSjj ,<J-afr J 4 * - 4jUfr jl 4-a£«a <^ Alutluila Cjljlaii jl jl^V - 4«a«u<!La A^Jbu* 

tajjaauil JjjjjJL £ia2 I jj Ijfljla JJaj j t* laJlubtil jj& <j<ajj| i_jjjjjJ! 





^jVI jkuiVl c> jkui J£ Jj2l jjj. Jj»c jjmi j'l AjIaC j) 4-a^-a ^ A^IaII lj! jkaJl j'l ^ jSjj*! jlgJaV jt^im) 

^UajJaaail ^jj JjjjjIL lj^S I jj I jfl jla 



f 



.SJjj^a 4jjja3«J| <La>LutAlt <jj^j 




AjjjaC- 4JjIjla 
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Jj«ajj Cy» Vjj tlaljkaJ! ji Jaklj-^l jljjb ^j3j jjIJ JSJj ^ ^jIj^SU ji ^U>aU j'l (JaIjaII J^IjIa J«»Lj<j JjjaU ^ 

.laaa l ^jIulaJ! o^j J^aai jLiu .jaJiil jt 



O-flj jaljljj 4^ j£>»ll JlutSl J-* 1 (jjlukAll o^j (> Jj^ 1 jia^l ijk^Jh .»JJ J <jt* ^j^>« 4jfeUJ! jlfJaV ^. 
^UaJaa^l Jjj JjjjjJL Cia2 I jj Ijfl jIa JJaj ^jaIui^) jj& j^Aj V / ail AjjjUI JlLwVl ^ 2 l5 JJ^' 



AjmiLuiI a jjj 



j'l AjjjiuiVI JlluiVl J-a 1 ^jIuiaJ! qo! Ja ^yijVl JJ^I jkuiVl (jflljJJ .JiUl (>a Sj jIa f I ja>) cyjiJ AjAjS j^^aV fiVVmij (j-uituil (5JjIj 
jjP o-flji) jflaj V . 4jjj)jJ) jLLtiVl AjL ^jla\ 1 j jkj) ^jIuia!) o-aj Jlw j^Iaj .jluiia Jluu A£.Jja!| 4jjj|jil 

LJaaui) Jjj JjjjjIL OaI I jj I ji jla Jlaj j >^u-.,..,tt 



Jj^jj Ja V«iJ Ciljjaa jj Jakl j-ail JI jjL ^j3j .^jjIJ ^JSjj ^ tilJakiU jl ^ all jl Jskl jaU J^ljla JujAulS Jjlaji » <UHaa o jjJ 

.jajjil jl ^4^1 
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^ f^J .CjUjLftll 4il£ (Jjj JL^jVI JjSIjj fJ^J. tSJjl J tJ^Jj ^ diliaiVl jl fUj^l jl Ja^jA^I J^ljla Jutluu J/u"i\ - Aiuala SjjJ 



^jLiml <J£*a J-* 1 ^jIuiaJI (j-aii ^ jVl JJj^l jkwVl (> jkw jaljjj f jSj ja S jSij &bbdl jU>lay (»' 

fajLaaj'l £jj JjJjjjIj ^-iaS )jl lji jja Jka <U£j j 



Jjjj .^jjWI ^ j^j^l ja 1 ^jl^l qoI £a JjVl jIa*J! Jjiljli .SjjIj ^ SjSL ilililSUJl jlflaV ^Vunj 

.CjlkJal^l £jj JjJjjjIj I j| Ijfi jja JIaj <G£jj jjc. j^alll j^Jaj V .Aj j^j^l SjSUl <> Vjj ALj^aSI jjIjaSI 



4i j i.ufl A 



m.i.nla 




/ \ 




(jjj JjjjjjIj i_ja£ )jj Ij2jja JJaj j t* laMyiAJ*) jj& (j^jJl j^laj V .<_Hj^i ' ja jj Cj^LJali ua ^ Jjiljlaj*! 
.ftlaul ^1 ^i Cjjaj (jl ££aj ^jj"! diliaiVl jl jl (j^l jaII £y* J-^Ijja Jutluu J/iaM ^iVmn 



fiJJJUA 0 JJJ 





t 



jj& I jja Jaju j /LaAVI (jjluiA qu&I Jiui JSj*. jjjU ^ CjIjaVI jl ^Uj-iSl j) J^l j^l <>« Jj-aljla JmiIuu Jj1<uI 



oJj^jaSI CjLjjLlaSI <IaALum 4aij£ j 4jJ£jaI) SjjIaSI ^ oJj^jaSI dLajiaLAl) Jjjj Sj^Aj AiilxSl jlfpaV a -j ^bui ^ 



^ j£ jaII JUill 1 ^jluiAi! o^j JjVl jku*l! jal jIj .5 jib ^ AjJS S jSL 4i!!Jijd! j jjU! tillable- jUflaV j»^luu <Ja!j1« 

j£ (jflljJJ .Ai^lai) f IjaiVl JjSUIIj .<iJ^b ^ itil^'l j'l ^Uj-« j! (j^lj^ Jutluu j! ^JAj jW}^V * "'' ^auuAa SjjJ 
)jj I jdjla JIaj j taJakL noil jjC- Q-aiSl J^i V .(ij-"b jl u 'J<< "j (j^ 1 J- 4 1 JJJ«aJI ^jVI ^futll jk^VI 

^••. iu.UA.-.t t ^ jjjjjib 

ji JaI ja!\ ^>4 Vjj ^jaJjUl ji ^-ui^l Jl jjb (»jSj .t5>ab JjSJj ^ dilJakVl ji j»Uj-4ll Jl J^l J^aljl* J«»luu JjjaU j>JAlui;;;;iCj Mj^aj S jjJ 




21 ^uil 

JutluilSl 



.Cjljlj^l jaoil ^duaj .Liil ^Jlu ^151 AjAjfll Cjll^xll jUjiaV f' 4 '"" 1 



S 



IB B 



.1 jjIuiaJI (j^j j'l ^1 jjxSl ^^C- jj£U2Lj ^ jL. ^ jA JutluiSj Axa3>a2| j (Ljla'l fiajj ^1 Aja j^JI Cjli^xSl jUjJaV *J 
jku.Vl Ai^j ^b^l jkuJl J^-lsb L*S c^jfSl JuAu^l ^ JJ^J^I J^l 1 ^J^l 6* JjVl J^l 

a 4jjjia2l Cj^LJal ua)I <ja j jJaJl f jaJl ^ 1 j j!uia2| o-aU 4j2U3I 



O-aj ji Jl jjxll JjSLUL ^ jL .^jA J hi Inn 4j.oA.aJj j 4 JiuiV (> ^Jiu ^Ul Ajaj^-SI Ljli^l jUjJaV ^ji 

jLuiVI AilS j^Iaj IaS 4^ j^!l Jutluull AjI jj ^yi JjakjAil jLutll ^ 1 ^jIui a JI Q-aj Ja JjVI Jo*A\ j^Iaj .1 j jIuiaJ 

.Ajjjiall Cj^LJaluiA^I (jA (JJajU 1 ^ jIuiaII o-ai! AaIUII 



^a jA J ' nl i i n 



(jA jA Ji'.l A l.l U 
t ^A*AA 
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1 jft ^ a i <3jj V .4&j<aa»a J£j Sjjaj-aJ! Ajjjj^JI ^^Lutluullj 4 JiuiV (jjic-i (>» Suilali CjLajI*-aII ljIc j 4a a jLjiaV * iaJLuij 

.4 L^la la jlaa. hjhViH 



Sjj^al! 




i. flu-ijlt 



<j*aj <j^» (jjjliuj Jji -t laJL mI aJJ .4jjljjlaJl j jkl) Jla (La jLdjI ljI j 4jjblaJl ajAlLal) ji 4lajjj-ail ajALLaJl La) jLjiaV - ^ 
y^UaJaaall £jj JjjjjjLj C^aia |jj I jfl jla JJaj j ta laluiaj") jjfr j^II) j^laj V. a^-uiVI ^ JjajAJ! Q-ail] 1 ^jIuia!) 



U.Ui-.ti ^1 



■C 







<jajju>l\ o-aU) £a 1 cJJ^^ 1 O 3 ^ C^J^ 1 cyjk^t 6* <J* J^J-" .WAfc J-frkj (IfcAj^ (Jjj 4JjllalJ a, 

AlaAli! ^L> <> i_uL> j£ Jlidii jjjI ^le j>ualaJ! <2 tSJ 2 -"^ JL«W f J 52 .^L&>»JI ^L> ja.5 ^Jei 
' - laluball jjP (j^Ul J^iaj V 2. cgjlu^a)) Q<aj J^"^' **** a £<« <jH->ll ( _ 5 jC- AjJIjaJI CjNjoVi .la. jj .AjjSjaJ! 

,d\ hjhV\\) £jj JjjjjjIj I jj Ijfljla JI=lj <t&j 



jk-Vl jaljjj .JS1 Sjjia f l>! 019^ J^V r 
tajaluul) jj& o-aiSl J4^j V .jjS'UII <LjjjIjJI JlluiVl 4jL 1 J ^jlubai) j^j Jlui j^Iaj .jtuila Jluu 



yift ^j""*-"'^ AjjjIaSI JlitiSfl - J a i aj ^jj .4 aaa t^II jj& diLaj^x^t t-jlfr j aa a jLjJaV , 



.LIS 1 lS jluu»l\ qoI £A JJafl! JUij pf.%t j-a 4iaAj j-a ^311 ^llai! ji jl£aVI jLflaV 



4jjlj-ail 



^uiLuil 



jflaj V .S 1 ^jluu-ail <j-flj ^ jVI 4^*aaJl jkutf! Oj 2 ^ .V* Jf 5 ' t-jl&Uil j) ^jJjUI jt ft jjaVI jLpaV j>Jalyu gj-uuluut cij^ 

% Ci qju JjjjjJLj fcliA^ I jj I jfljla JIaj J la jj& (j^III 

jjji Jjaj AJU ^fl .S jjIJ j-a 1 ^jlubail <>aj (> ^jVl JfuJI jkwVl JSl JJJ .AlalJlaJl ji AjSI jlail Cjli^l jLjiaV ^Jaluu 
(1 ^jlubai) Q-aj £yi jixuii JjjI J J ^L^ ^ Lai .jjIjjU) Jab (j^II) i\ jjIuiaJ) Q-aj ^a Jfll j) jixw) 

LJaa-tl) (jjj JjJjjUL fcliAfi )jj Ijfljla JIaj < » ialut»all jj& (j^II) j^iaj V . jjIjj^I £jLi (j^II) 



^u<Lu<) 



4jjLila »^ i ui 



4- 



JjVl jkuJ! jaljjj .SjjJ ^fl ^j£>a SjSij CjUjLaJl ji ^jAliAll CjlS^le jLjiaV ^ 
Ijijla JIaj j ta ialuull jj& o-aiSl j4^j V .Aiaja aj| 4jjlalubai) JlLuiVI ^>a 2 ^jlut-all j<aj jla^i ^j^Ijjj La£ jij-al! 

y-.lU.Ui-.tt fry JjjjjIL lj^ I jj 






.laid 1 ^jlut a lt Q-aj ^a JJa3) jLuu af Mjj . j j«a jJ^^a ^a Sjjlalai) aJAlLalt j) j\£&)l\ jLjiaV a. 



<_jjlSla 



Jluu a^ituj a^uj £a 1 ^jluiAil (j-aii c^J^I ^JjIa*Jl (>> jkw JS ^jSljli ,£j*iajUls ^jj-sj^Ls j'l ^tijia jLpaV ajaluu <jjljla a^-ui'l 
.CjUajJaaa]) JjjjjjL £ia! )j) I j2 jla JIaj 4j$lj ta ^"u na\| jj& j^Iaj V .2 ^jluball (j^aj jja 

w 'j* 1 "j J&M ^a 1 ^jlubalt (j^il ^jVt JJjVl jla^Vt c>* J£ cj^'j^ .' t '^"' * aJiJ ^fl AjjS j-a S jiflj Ai^UIt jLpaV aJaJLuu 4iji^a 

ta-laJL nail jjP o-aiSl j4^j V .^jjIaSI ji ^ Lin nVI jLutll (-uL^ ^j JjIaluM jLw Ja>|J 2 ^jlubal) Q-aj jgiajj i(jj^\<i jl ^J^^ 

y-.lUjUi-.ti £jj JjJjjjL fclLal I jj Ijfljla JIaj j 
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jjjj .<£ jjIjJ! ig jSjaI! J1A1! £« 1 j jlu^l j^j <> JjVl jkuJ! jaljlj .SjjU ^fl 4jj£>4 SjSL CA&WI jl^IaV p, 

^UaJaiil) jjj Jjjjjjb Cm£ I jj Ijfl jla Jlaj tfj&jyull jjp (j^jJl j^iaj V .4jjSj-»jI S jiill 6* ^ 2U^>ti ^j) j^l ^jxJH 



.(=) jju 1 ^jIuiaII J* U^J jJ*ui J^l j£^J .^->jn jl 4Jaa\i t_luaj ^j^I aI^aII ji AluiiuiiaJl CiljlaaJ) jl^Y f ""' 



UsUaI! 




jkuii £jji Cyu±uj Q\ cA^jj .^fJ^l ^ j£jj .J£]| ^ f lj>Yl 4ji£ j' ^ ji*-*^ 4Au£ 4j1aP jlgiaV jt^imi ^aW 

JLui ^4 c$j^VI jiauiV) JjflljJJj £Aft3l JLujI 1 (JjIui a I) Q-aiS s>jA S jja-VI £JjVI jJauiSfl 'u*^ 1 JJJ«aJI 

.ljI hjh^lH (jjj JjjjjjL £±a& I jj I jfljla Jlaj j t^Vnimll jj& Q^aill j^laj V. l£ J->' J 

2 (jal j^iajj jj JLui 1 <_£j2u4a1! j^il ££Ia\I jJauiV! J-« jla«< JS JjStjJJ .J^VI (JilJj jW>iaV ^Jiluu jjJI 

(jjj JjjjjjL CjaS |jj j ji jla Jlaj ta laAuiAp jjP J^-Jaj V .O^J^t j£*i V* 1 "?-.' -i^JJ i'.N jU*.. ,. ,» ^ ^JflljlaJ) 




; 3 ; ! , 



0000 



7 



1. j jIujaSI ,j<a4 £j» JJafli Jiuu Jau .JaaUaI ^ 4a^)jja!) fclili^Uil jUjJaV - £2*aj 



Jl 



Jj^jaS! ^jkS! jaajVI oaill 1 ^jIuja!) j<aj (^jVI jkuuVI 0-* J^ 1 * - (3^ c3^'^ .*!j2*Vl Cjli^ilc. jlflaV ^lVi<nj JilJla lJjA 
j^Iaj V .2 <^j!u»a1I (>• jSi £-« J*iaal Jluu Jau .jx^aVl JlliVl 2 <^jlu»Alt ti^'j%J ' J^"Vl /-i 

LJaaJil £jj Jj jjj^lj ^ I jl i jfl jl» Jlaj 4a^j jjfr o^l 

jj& Ijj^i Jauj .AjAfcVl <5jluL4 (Ja4j JLui JSi. (j>J^lJ tJSJJ <^ dilj^Vl jl ^Uj-ail ji J&l jaII (jjk J^ljla JaaIuu Jjjai] - jjfr S jjj 



# CjUajkaal! £jj JjjjjIL ljaS I jj Ijfljl* Jkj Ajllj ^jaIuwJ! jjP jjajj! jfSaj V .^fui J-« 
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Sj^^I ^UjkAi! 4a%Luw hk£ 3 ^JSjaS! SjjIjJ! ^ Sjj^^I CjU>aS! ^> ^ J jjj .IjjSj- SjSL ^a^l jU>IaV 
jjaj jaljjj U£ JSjaI! SjjUi! ^ 1 ^jlu^l j^j ^> JjVl jkuJ! jaljjj .4jj£jaS! SjSil! ^ jjIjjII Aa>jUUI ^ 
,CjUajkLl]| Jjj JjjjjjL CiaI |jj j ji jla JJaj -Uil j jjp ^j^j ^ .jjIjjII 4a>jLU| 4lIaJl 2 jjIuiaII 



^ jSjaII JiAll ^ 1 tf jlyull o-aj (> JjVl jkuJI Jflljlj .SjilJ ^fl AjjSja SjiL vSIjj]| ^li^fr jU>IaV ^ 

Jjjjjib lja? |jj 1j2 jla Jkj AjUj — M jjP jaIII jflaj V } ^Jjjt^t JllwVl 2 c$j1u<aS! <j^aj jkui Jfll jjjj 



JllAi ^ 1 ^jluiAll j^j (> ^jVl ^bu-jil jku.Vl jflaj .4ia.lJjAll ji 4avu*jj! Cjli^bd! ji ft jjaVI Cjll^ jb>IaV 
1 j jIu^aI) Q.flj JJa2l Jii ^^!5b .ljI hjM'ti Jjj JjjjjjL Cja9 |jj I j2 jia JJaj j ^jiluull jj& L yaH\ jflaj V .CjIjjja!I 



jal^ .Laa 1 ^j1u»a1! o^j j-* J^aal JSUiu Jasu .^jjjI! j! j! jjV Ijja Ij^ 1 ^ jb>IaV p4a 

Jjj JjjjjIL Cja5 )jj I j2 jla Jlaj j ta laJL maSI jjC- (j^II) j^iaj V ^> 1 ^jIuia!) L>* <^J^' ^f^' jiauiVl 



^jjIJ 



jjljjil ^ 1 ^jj^aII (j^j jflajj. Sj>-a ^Jfr ^ jSjaS! Jlill ^jjaj .SjjJ ^ <jjSj« SjSij t-jlibUJl jlflaV > ja1 mj <jpU*i ^LajIS 
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lift ^ a i <3jj V .4s-ja>a J£j SjjajaJI ^mj^J) tl£lu»iuuJlj cjlu& ( _jifrl U-» SU^1>I) fcliLa^JLAll CjI^jo^ a J^aV • -j 

.4 L^la la jlak jl LJaaJUl 



JlhIulUI 



V .JjlaluM Jluu ^yi 1 ^jlubait (jail ^jVl jiauiSf) £h» J^xut j£ j^ij jlail j\ AiuaUl CiLajk^l jlg-laV - laJL ci^A <Lajli 



+ * 



# 




Sjj«aJl 








n 


> 




V .Sjil-sil £bj ^ 1 csjl^l 6* erb^ Jfr& . s >^ 1 £WJ V s J^*J ^jlail 6* jl^V 


4ijL^a 










^Uajkaall £jj JjJjjJL ClaS 1 3) IjiajJA JIaj t a,vVi«nall jjP o-all) jflaj V .jjIj^I ^ 1 ^jIy*AJ! j^j <> ^jVl 
















| I 


■- 






1 ^jlutail j^j (> JjVl jkuJI Jfll jli. 4la£L j Ji£U 4J jSUJl S jjUI fbji £JJ Cal&Ull J^V aialuu 
Ijfljla J^J 4JS1j ;aJilu^l JJP qcjIS jfrfcj V ^fl 2 ^jlu^l 6* cA#' &J^I J^^t Jf^J j^J^I Jiill 

>t aUaJaa3 fag JjJjjIL Oa£ 1 Jj 
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Jllii ^fl 1 ^jluLa^l j^J 6* ^SjVl Aa-uail jku.Vl jflaJ .AiklJlail jj AjiuuJl dli^l ji ft j3*VI jl^V 
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SmartArt Tools Design 




» - 










— <x-« 

1 O M 










U — * 
• — 


III 




• ■ 


k*UUl 










_ _ hi m»i ■ wii a tiniai 

s r 


| .01 | ... . PT 



17 A^iua jaIj SmartArt <Jj* jAjI c4jao*<ajj tliUj^j A^ja^aJI ^ tjLiJj (_uj±Ul £>*Ja 
(c^SjA lakL* JL») < j J£ifc lakL* lajkD Jj2 jlj) '<^j* Jj2 jSj) 'SmartArt f—J q^jxaJI g^.l 

jal^ >*l fa 

mU *ti) i "SmartArt <W Jj^j- J*iJ j^W o^t J^ J W 

SmartArt ^yj^ ^iJ^ ^ 

jjjxj tills «j tdj j^UJI "SmartArt" SjjaJI <_Jte ^Jaj OWi 

4-»pU cil j'l ljUa jSli Jl« ccjl jjjb AiUdl Ldj'l d^j .dj (j^aliJl ^Ji^Ji iakLd) ^Je SmartArt 



tDAcidShapE * t Promote I W<W.l)p 

[ED Add Bullet •♦Demote ■'■MoveDown 

H]Teft Pane ^* Right tn Left JL Layout • 
Create Graphic 



Change 
Colors - 



W. » 



Layouts 



SmartArt Styles 




m 

Reset 
Graphic 
Reset 



1. Create Graphic Group 



t2 Add Shape 

13 Add Bullet 
|§T] Text Pane 



Promcite 1* Move Up 
■* Dernnte + Move Down 

^? Right to Left g% Layout - 
Create Graphic 



( Add Shape ) *M • 
.41 JlAll AiL2al <|iil "SmartArt " Jif >*'-l 

^ JjJaJl Jlill AiUa! Jjjj JSj>1\ <> i-Jj^W JJ ^ill J ja. J*l\ Jlill Jjfl jist.2 

^uJI Jja jAj! t^uij f LkSu) a&ja^aII ij»JA«aj t-ujili! £y* 'SmartArt ^jtj-st c>*«a.3 

Cj1f.1jA.Vl JaL ^ ;Jlu> 4iLdl JjajaSI 



[jf Add Shape After 

"Sq Add Shape Before 

"5 Add Shape Ah dvc 

Ef^, Add Shape B*lav£ 



.Jxj Jluiil 4iU2a! JjS jAil 4 4jL J±a«»i! JluJ! Ji» ^jlu«»i! ^^ij Jlui .A 

.JjS JiAll Aildaj jja jAj! t <Si ^ j JUii! Ji» ^jlu^l ^ JiA ^Ijjy .B 

J1A1! 4iU2a! Jj2 jAj! t JJa-»l! JiAll ^jluw (j-ij ^fl JlA ^IjJV .C 
.ftUj'l JUii! AiLfl! Jja jij! t j^aI! Jl&l ^Jj't Ja! j ^jluw ^ JlA ^IjjV .D 

et5 jIuiaJI oij ^ Sjj^j^I jjiS?) Jli^Sfl j*j o-ajil f j> <JajP ^jj '"SmartArt" 






\- 





62 



Microsoft Office Word 2013 



ENG. M. ABO EL-ELA 



2.Layouts Group 









Layouts 



^IulJI (Ji ^jIaI! SmartArt J^- 6* 6^ cj* J 



erejr mmm OCT— 



111) 

IH 














c 


= Z SE 


ESS uy 






- ^^ mL 




• ■ * 




T 


% 















3. SmartArt Styles Group 




" " ^ji! ^ S JllAVl SmartArt.^ u^^t " 



Best Match for Document 










SI* 




S: is 









/b ^liJ! cijlil jjjJu jjjj <|iJt "SmartArt" Jji >*l.l 

JaUJI ^pj^aII ^ tj»JA«aj (-yjfiil Cy» 'SmartArt <***j ^jtj-st 

.OljSSfl Jja jaj! ^SmartArt 

j^UU! ^is^il JakLJl ^ SmartArt ^ J^j 



.SjjaJ! jjja ^xtAuaj j4li4 fLiub fjsti "SmartArt" 

.Aj u^bUI SmartArt ^ "SmartArt" ^-j Jj* jfcl.l 

.djjjj (| iil SmartArt ^ Jj* jaj! 4 a*j>ui laUS! <cj-»a-ai! ^ t ^ < u ^aj (-ujjji! 'SmartArt f—j ^tjJt 

\Z Jj>II jjil Jja jLI ^SmartArt ^ <> ^» 

.jjjIj j! 4Jjju 4iU2a!j t ^ jjJuj t Jl£j&l 4lP^ tiWJ^ ^ "SmartArt" f—jJ! g rtj i rtVi Uaj't d&*j.4 



4. Reset Graphic Group 

SmartArt -M OljftM Ul jflaSl SmartArt <>» * jjjju ^ dljj SmartArt -^^t JliuiVl SjIc V ^Vi"n 
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Oa c£*X j&j SmartArt «sM 6* J^VI cM*^t ^jjiuuj i-ujjjj SmartArt c 3 ^' JL " ^ 

^-"j SmartArt isjt*-* ^IjjjUUI J^ j W *W*> 



Edit 

Ml tkl Smaller 
Shapes 



£j Shape Fill- 
^ Shape Outline- 
tJ Shape Effects- 



A A A 



i Text Fill T Si j Bring Forward. ■ II" Align- 

Text Outline' _ □ irend Backward ■ ^ SfOU| 



0.64" 



Position Wrap s — i j-i -r !=■■ 
iSi Text Effects " , Text- oU Selection Pane *1 Rotate- 



Shape Styles 



WordArt Styles 



Arrange 



l.Shapes Group 





C§ Change Shape' 


Edit 


"£l Larger 


\nZ-D 


R<1 Smaller 




Shapes 



ft jUjIj SmartArt -it <^JJa-« jHuil ^fl jjjxjJ ^vVmn j Jlli! 4&>aa-s.l 




2. Shape Styles Group 



0 0 


Abe 


0 0 0 


t 

Abe 




^ Shape Fitf- 
^ Shape Outline" 
Q> Shape Effects' 






Shape Styles 









J&£ L£ta. ^le ii| jjj'UI! JUjIj 4iU2a! ^fl ^Jlluuj jUAty laLui 4fr >»a»4.2 

cjlj^Ui! j^juj Sjj^. aljli AiUa! Uajij SmartArt -St 
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3.WordArt Styles Group 




A Text Fill ■ 

Text Outline * 
(S Ted Effects' 



WordArt Styles 



I 



J! JiA ^-^ J ljI j Jl^Ai J^V <»>i^uu WordArt JaL^i <p >»a-o 

SmartArt 




4.Arrange Group 



=&i j Bring Forward ~ |«: Align - 



□ Send Backward 
Portion Wrap ._ 

Text' Selection Pane 

Arrange 



.^1 Group ■ 
"■k Rotate - 



5. Size Group 
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Chart Tools Design 



IS. 



Add Chart Quick 
Element- Layout 
Chart Layouts 




Switch Raw/ 
Column 



Chart Styles 



Select 
Data 
Data 



1 Ife I I 



Edit 
Data - 



Refresh 
Data 



Change 
ChartTypE 
Type 



1. Chart Layouts Group 



.CI 



Add Chart Quick 
Element' Layout' 

Chart Layouts 





m 


Chart Title ► 




Data La-bel= ► 


|,EL. 


Dita Table ► 




Legend ► 




Linec ► 




Trerdline ► 


(ft 


Up.-'Dauvn Bar; J 






1st Qtr 
2nd Qtr 
3rd Qtr 
4th Qtr 



2. Chart Styles Group 




l$Jc JMlall CjIjjjUII u^iJ 0* J 2 ' ^ J ^"-« Jl 

&a*aa!\ 4jCj 




1st Qtr 
2nd Qtr 
3rd Qtr 
4th Qtr 
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3. Data Group 



If) 



EL 

n 

:.-..itcli Ro-., Select Edit Refresh 
Column Data Data- Data 
Data 













If - 












41 * 


! 




0 £ 1 


e 








'I i 


'ulr: 














? war 


1.Z 














3 2nd01r 


12 
















\ 14 












■ SlbQfi 


\ 
















V 














ft 
























- 




4 











UUU dlil Lu bka til jLi jaju 




4. Change Chart Type Group 




£ jjjau d^j ji LtLu 1 alia - jfHa laka ail fUacV 4la£b kka lakL^I £ jj jjjxj d^j t JbuVl $j3tu LjUakLJl p&uA 4_tu^L 
(juirt'A taJaa all Lai > jaL^aib j) tlLiLj 4 lul » ^u<j tilu£ aj .^UajVI Aituf j ^ 1 g Sjj aj ^jjj Jjji <jiiii j) '■^-^W 



( Charge Chart Type ) J>^l £jj • 

) ^jll ji (.0 j«aU& J-alilb Lka ail ^A ) Uaa aj) Aj^U Jjfl jijl.l 

^^QII Lka ail ^fl .ljUUlSI J^£lu< ( >Jali j jjbwaJ! Ifj la^j ^jll A^LUl <^A 

^\\[ UUi.A[ tJli jD| ^ tL J| j£ jj£ t< _JiaS Lk> - cj» laSau IjI.b 

( Save As Template ) <^^l ^ ^^^>\ Jjjj 
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Chart Tools Format 




Chart Area 



Format Selection 
^ Reset to Match Style 
Current Selection 



mivs, no 

□ ODh 



Shape " 




Shape Fill - 
^ Shape Outline- 
Q Shape Effects - 




Position Wrap c 



Insert 5hapes 



5hape Styles 



Word Art Styles 



[=bi ,j Bring Forward 



"Align* |Jj 
□ Send Backward " 15] Group" 

Text- Deselection Pane I Rotate * D * 
Arrange 



2.44" 



3.27" 



Size 



) 



^UJlS AiLuij -r jlA\ lalaa all (J k- Jjc. j^Jsj <^lj Jalai-^) CjIjJ) qj» U^Ui*. <-ujjj iajjJi ^1 Jlul) JjJjIa Cf" ^ f»%J ^J- 1 *-' ^aa-aJ) UjUi-.t - IaIuij j 



1. Current selection Group 



Format Selection 
1£=| Reset to Match Style 
Current Selection 



2.1nsert Shapes Group 



21 \ \ _ 

□ oaf 



Change 
Shape ■ 



Insert 5hapes 



jUakL*!! Je. ajfci l^Ualj ( Draw Text Box ) jt ( Shapes ) J£A IffcLk <> LUL^j 




10 



2 



SALES 



computer lean book 




1.4 



1.2 



1st Qtr 2nd Qtr 3rd Qtr 4th Qtr 
■ Sales 



3. Shape Styles Group 

4. WordArt Styles Group 

5. Arrange Group 

6. Size Group 



Shape Fill 
^ Shape Outline- 
O Shape Effects - 



^\ y\ 



=fci j Bring Forward - 
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H Header Raw h^! First Column 
□ Total Raw U Last Column 
tZi Banded Rows ' ] Banded Col umns 
Table Style Options 



l.Table Style Options Group 



V 



0 Header Row 0 First Column 
J Total Raw j Last Column 

0 Banded Rows ij Banded Columns 
Table. Style Options 



JjVI i i><-i\\ ijaLL ^ uaj <jijxl ^ ^Vk i m ( Header Row ) lhjjj^ • 
JjVl jja*11 M-flU ^iJAuaj tjajpi p \\'un \ ( First Column ) JjVl jjax!! • 

jj^Vl < i' rtW (jalL ^AA^aj o^J*^ ^Vu i fi ( Total ROW ) ij^^-V ( -** fl • 

jjaxII qAa. j U A^ aS n^jxl j» iVi.ni ( Last Column ) j^Vl Jjax!! • 

jaVl ^JgLytiu AjJjillj ii Vn Aja>j jJ! i S^L^II AJjLIaJI ci^L^II qa A&jrt-\ * Jjj- itlll - laJL-uj (Banded Row ) ^JajjjAJ! i flja.^^ • 
jaVl JauuIi AjJjaII j Jjj i aiu AAa>j jJ! SJacVI AajLaaJ! SJacVI ACjAa^ JauuIS ^Vunl (Banded Columns ) ^iajjJ^ SjacVI • 



2. Table Styles Group 











* 


A 






B Z Z~ 








* 










Shading 










Table Styles 





j£- JcLuij Ua JjasJ) JlLwV laUjV) {ja <£> jaz-a ^ j 
Lus jiaifiall Ajfrj LAuia> JjlAaJl jimn AJj^uj 
£>a S jjj£ Ac j^a-a dUAj JjloaJ) Sf I j3 Ajj^m 
IgJM^ (ji^Aj Ia£ jbliVI |i«<n«ll ^au iaLuVl 

Liu! 



( Table Style ) JjM ^ Jjjsu.i 

( Shading ) &J± jt Wj-sj£j UH$J J^'j JJia^J t^j J Jj^l Jii <> Jaj*j A alia « ^.laauib JjlJaJl jASIaj.2 

( Borders ) ^Jt dAu,j AajJj Lptillj UjLjJal ^fl flsaJlj JjlaJ! JjJa> J1A JaJsu.3 





::::: ::::: 

- • — - - - 



m 



::::: ::::: 



Si =5= 



— - - 

:-;=-- ::::: = z=c,: ::::: 



H-i-l-l- 



i 



: : : : : 



5? a5»rviib*aj<t 




3.Borders Group 
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dijj Aja ^iaxj j! JjasJ! ^u»a Ujj^jU (> ^Saj us (Pen Color ) 4jAs -iaaJt lOj (> 
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Table Tools Layout 








4 



- 









|"D Height jp.lS 



Select View Properties Draw Eraser Delete Insert Insert Insert Insert Merge Split Split AutoFit 
Gridlines Table " Above Below Left Right 

Table Oram Rows & Columns ri 



'..ells Cells Table 
Merge 



n j Width: ',035" 



Bi Distribute Rows 
m Distribute Columns 



HHH A: 

Eli 
HHH 



Text Cell 
Direction Margin: 
fa Alignment 



Si m Bi > 

Sort Repeat Convert Formula 
Header Rows to Text 
Data 



) 



JLwJIS <jj% jAj JjAaJl CjIjJ) i-ujjj <ja U.W*,*. jbjil JjJjJa L^Jl Jj^jJl ^jj j A laJaaJ Jlj-all Jj-laJl cijfljil .lic JjlAaJl laJaaj <-ujjj ■Jajj^j J4^jJ 



l.Table Group 




( Select ) ^ • 
(View Gridlines ) Jj-^t Ljiaa. <jijfr • 

<b CjLiiliSl j) j^j.^'tt SljLa^j ^ » laJLuij JjiaJl Jib ia jJai <_><aj*3 * ""' 

( Properties ) oajb-aa. • 



2.Draw Group 




DravV Eraser 
Table 
Drsw 



(Draw Table) Jj-*> <**-j • 

a jLill at aaJLuib JjJ^ * aaJLuii 

( Eraser ) j-*** • 



3. Rows & Columns Group 



El 



E5S 

Delete Insert 



Insert Insert Insert 
Above Bebw Left Right 
Rows SL.Columns ri 



(Delete) • 
( Insert Above ) gljj) • 

SjJub* J-la-aJ) i_iua]| ^jlfri Jj^ (_iua f 

( Insert Below ) Ji<-V • 

SjJjLu» a w al\ < a.^U JLujI JjJa i. tui f ""' 

( Insert Left ) • 

( Insert Right ) 0^ • 

SjJjb^ i w a)l JjjjxSI (jJ^J JjJ^ Jj-a& ^'j J V f "'*' 



4.Merge Group 




( Merge Cells ) b>i • 

(jal f IjjaiV till jj S-^lj 4 jK^ UjiaAj b^iJ) (>» 4£.j<\-\ <\ * liluu 

(Split Cells ) U>SJ! ^y&S • 

b^U-Sl ^> JJC Jj£ ^> 4^.0 1a] I j) sJJa^l L£UJ| ^luiH ^fl 

( Split Table ) Jj^ ^ • 
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5. Cell Size Group 




Hi Distribute Rows 
rH Distribute Column: 



( Autofit ) • 
( Height ) Jj^aJI «-Lyfl £L5jj! • 

a Ua al\ b^aJl £tSJjl <jJJ*^ • N •*■*'■ ""' 

( Width ) JjJ?J» £^j» • 

a 8 la aj) b^iJ! (jiajP * lalyu 

( Distribute Rows ) cijL-aJ! jjjjj • 

jjluiUtj S a w 4^1 (_a jiuaiL £lijjVI fcjjjh^ » iaJLyu 

( Distribute Columns ) SaapV) jjjjj • 

^jluulb S-Ua-Jl aXofrVl £l£ijVI p- 



6.Alignment Group 




( Alignment ) SI 3bw» • 
( Text Direction ) o^t »^ • 
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